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What's New in this Issue?

Note: Only the latest changes to this documentation are listed here. Changes made to earlier revisions
are listed in the "Changes to the User Documentation” document which can be downloaded from the
Confirmit Extranet at https://extranet.confirmit.com.

The following changes have been made in revision 1 of the Confirmit Horizons v22 CAPI/Kiosk User &
Administrator Guide:

e The Confirmit version and document revision numbers are updated to Confirmit v22. No other changes
are made.

Note: The general layout and language in this document is continually being corrected, adjusted and
improved to ensure the user has the best possible source of information. Only NEW information and
details of functionality that has changed since the previous issue are listed here - minor corrections to
the text and document layout are not listed.

Important

We need your feedback so we can improve this document and provide you with the information you
require. If you have any comments or constructive criticism concerning the content or layout of this
documentation, please send an email to documentation@confirmit.com. Please include in your email the
section number and/or heading text of the section to which your comment applies.



https://extranet.confirmit.com/
mailto:documentation@confirmit.com?subject=Feedback%20on%20the%20CAPI/Kiosk%20documentation.?subject=Feedback%20on%20the%20CAPI/Kiosk%20documentation.
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Glossary of Terms

CAPI

CAWI

Default

Info

Kiosk

Grid question

Multi question

Open question

Panel

Panelist

Respondent

Sample

Single question

UserlD

Computer Assisted Personal Interviewing - Data collection method enabling an
interviewer to perform face to face interviews, and register responses off-line
directly into a program. Data transferred upon connection to network.

Computer Assisted Web Interviewing.

A parameter value or system setting that is applied automatically by Confirmit
unless the user changes it to a different value or setting.

A field in a question page that provides information to the user.

A “self-service” version of CAPI, where the respondent operates the console
and answers the questionnaire without an interviewer in attendance.

A survey question type that comprises a set of related single questions, where
the possible answers are laid out in a grid. The respondent can choose one
answer per row in the grid.

A survey question type in which the respondent can choose a number of
answers from a set.

The respondent can type in free text, for example his/her name.

A large group of people who have agreed to be respondents in surveys.
Samples from this group are chosen according to defined criteria to participate
in a particular survey.

A member of a panel.

A person who replies to a questionnaire. A panelist who has been selected for a
particular survey.

A set of panelists who are valid according to the applied criteria to be used in a
survey.

A survey question type in which the respondent can choose one answer from a
set.

User Identification. Part of the user’s identification details. The UserlD must be
typed into the logon dialog along with the user’s password to start Confirmit.

-Vi-
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1. Confirmit Horizons CAPI/Kiosk

Note: Confirmit Horizons CAPI/Kiosk is a chargeable add-on. If your company has not licensed the
CAPI/Kiosk add-on then the CAPI menus and associated options will not be available or visible in your
Confirmit system.

Confirmit Horizons CAPI (Computer Assisted Personal Interviewing) and Confirmit Horizons Kiosk (for self-
completion, set up for example in shopping malls, airports, etc.) are built on the Confirmit web-based platform.
This enables the same advanced and sophisticated capabilities typical to online surveys to be used for offline
face-to-face field work or for self-completion of the surveys. Multimedia elements such as advertising
commercials, complex survey logic, advanced quota control and multilingual interviewing can be included in the
surveys.

The Confirmit platform is a 100% integrated application. Confirmit users benefit from one common authoring
environment that allows them to design surveys and manage projects and interview quotas, regardless of the data
collection mode employed. Both CAPI/Kiosk and CAWI take advantage of Confirmit Reportal.

As either an On-Demand hosted solution or a server installation, the Confirmit platform provides centralized
control of face-to-face field work. It allows the centralized distribution via the Internet of new and updated surveys
to the CAPI/Kiosk-enabled devices, and centralized sample management and communication with the interviewer
workforce.

Interviewers connect to the Internet before commencing their field work, to synchronize new or updated surveys
and receive instructions from their supervisor. They can reconnect during the field work or on completion to
synchronize the response data with the central Confirmit platform. The interview stations used for the Confirmit
Kiosk version are synchronized to the central platform in the same way as CAPI Interview stations.

Confirmit enables businesses to conduct projects on both CAWI and CAPI/Kiosk using different samples running
in parallel and thus increase their audience. Confirmit surveys and reports are designed and managed on the
same integrated platform, enabling organizations to choose the preferred method of mixed mode data collection
that best supports their particular business and/or methodology objectives.

1.1. Features

Confirmit Horizons CAPI/Kiosk provides the following CAPI/Kiosk-specific components in addition to the proven
Confirmit platform for survey design, survey translation, online data collection, and report creation and distribution.
For more information, refer to the Confirmit Authoring and Confirmit Reportal User Manuals.

e Supervisor Module - this is fully integrated with Confirmit and provides interviewer management, sample
management, a messaging system (see the note below) for communication with the interviewers, and
synchronization status reports on the project progress.

e Interviewer Console - this is usually installed on standard offline Tablet PCs or other Windows-based
devices. It provides access to Confirmit surveys that are deployed by a CAPI supervisor and assigned to
an interviewer. It allows control of these surveys (start, stop, cancel, postpone and restart interviews), and
access to a messaging system (see the note below) to enable the interviewer to communicate with the
supervisors.

e Confirmit Kiosk - the application for self-completion of surveys offline. Agencies and companies can use
this application to conduct on-site self-interviewing activities such as customer experience measurement,
mall interviewing and on-site product testing. Confirmit Kiosk integrates fully with the web-based Confirmit
platform. Companies can use Confirmit Kiosk as an interviewing station when Internet access is not
available, downloading the data to the server on completion. Companies can also employ Confirmit Kiosk
stations as an alternative to paper surveys, thereby reducing costs, time, and the errors inherent in
traditional paper methods.

e Synchronization - can only be performed when the Interviewer Console is connected to the Internet.
During the synchronization process, new or updated surveys, personal quotas and samples are
downloaded to the interviewer console, communication between the supervisor and the interviewer is
updated, response data is uploaded to the central server, and new Interviewer console applications are
automatically downloaded and installed on the interviewer’s console. In addition, the interviewer is
checked to establish whether he/she is in the same company as the survey, and if not, the capicommon
and pxxx folders (if any) in the company file library are downloaded to the console.

Note: Messaging is not supported on the CAPI app.
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The following chapters explain the features in greater detail, and describe how to install and set up CAPI/Kiosk
consoles ready to conduct surveys.

1.2. System Requirements

The software listed below must be installed on the Interviewer Console:

Confirmit Horizons CAPI requirements (interviewer console)

Element Minimum Recommended
Operating Windows Vista SP2.* Windows 7* or
System Windows 8*
Memory 1Gb (same as minimum)
CPU 2 GHXx or greater. (same as minimum)

Web browser

Internet Explorer 8.

Internet Explorer 11

Operating Microsoft .NET framework 2.0 - (same as minimum)
System http://www.microsoft.com/downloads/details.aspx?FamilyID=0856 EACB-
Extras 4362-4B0D-8EDD-AAB15C5E04F5&displaylang=en

Microsoft.NET framework 4.5

http://www.microsoft.com/en-US/download/details.aspx?id=30653
Operating Microsoft Web Services Enhancements (WSE) 3.0 runtime - (same as minimum)
System http://www.microsoft.com/downloads/details.aspx?familyid=9E59C3FB-
Extras E7BC-4D91-908E-411A8D329F3D&displaylang=en

*Dial-up connections have not been tested under 64bit operating systems and are therefore not supported.

Note: Windows 8 RT edition is not supported.

Note: CAPI requirements (except OS and Web browser) will be installed automatically by the Confirmit
Horizons CAPI setup application if not already installed. Confirmit Horizons CAPI automatically installs
.NET 2.0, .NET 4.5 and WSE 3.0 if not already installed.

Note: Internet Explorer must be set as the default browser during CAPI Console installation. After the
installation is completed, you can change the default browser to a different system if required.

Note: Ensure that for any media content delivered through CAPI surveys, an appropriate player is
installed and operational on the CAPI device. The player, for example Flash, must be operational before
any attempt is made to perform an interview in the survey using the media.

For Confirmit Authoring requirements, refer to the Confirmit Authoring User Guide.

1.3. Password Policy

As part of the continuous effort to ensure that Confirmit complies with the highest standards of security, the
following password policy applies, for end users (CAPI interviewers, report viewers, Analysts and Designers) and
Authoring users (Express/Professional/Translator).

General:

System messages are provided (with translations to the usual common languages) for these settings. The
appropriate error messages will be displayed when users choose passwords that do not comply with the site

settings.

The Authoring (Express and Professional), Reportal and Community Portal modules all have ‘Forgotten
Password’ functionality. This allows end users to trigger an email so they receive an activation link that opens a
page where they can reset their password.

All passwords are hashed and not transmitted in plain text. Consequently, passwords will not be available in plain
text for any system users. Instead, users will be sent an activation link to open a page where they can choose
their own password.



http://www.microsoft.com/downloads/details.aspx?FamilyID=0856EACB-4362-4B0D-8EDD-AAB15C5E04F5&amp;displaylang=en
http://www.microsoft.com/downloads/details.aspx?FamilyID=0856EACB-4362-4B0D-8EDD-AAB15C5E04F5&amp;displaylang=en
http://www.microsoft.com/en-US/download/details.aspx?id=30653
http://www.microsoft.com/downloads/details.aspx?familyid=9E59C3FB-E7BC-4D91-908E-411A8D329F3D&displaylang=en
http://www.microsoft.com/downloads/details.aspx?familyid=9E59C3FB-E7BC-4D91-908E-411A8D329F3D&displaylang=en
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On-Demand users:

The passwords for all areas of Confirmit must satisfy the same minimum requirements for complexity. Wherever
passwords can be changed or set within the application, they will be validated against these rules before the
change is accepted.

e Password history - the new password must be different from the last 12 passwords.

e Minimum age - the user will have to wait 24 hours after changing the password before being allowed to
change it again.

e Maximum number of login attempts - after 5 invalid login attempts the account will be locked. The user
will not be allowed to login again until the account is reactivated by the system administrator.

e Uppercase characters - the password must contain at least 1 uppercase letter.
¢ Non-alpha characters - the password must contain at least 1 character that is not a letter (a..z, A..Z).
e Password length - the password must contain at least 8 characters.

e Password expiry days - the password will expire after 60 days. (This will not apply for login to the CAPI
console.)

For Authoring users, it is possible to enforce even stricter requirements through certain company settings. Contact
Confirmit support if you wish to implement a stricter policy.
On-Premise users:

The following configurable settings are enforced for all On-Premise users. If the Company Administrator selects to
use the settings, users will have to comply with these settings when changing their password:

e Password history - the new password must be different from the last X passwords.

e Minimum age - the user will have to wait X hours after changing the password before being allowed to
change it again.

e Maximum number of login attempts - after X invalid login attempts the account will be locked. The user
will not be allowed to login again until the account is reactivated by the system administrator.

¢ Non-alpha-numeric characters - a required minimum number of characters that are not numbers (0..9)
or letters (a..z, A..Z).

e Uppercase characters - a required minimum number of uppercase letters.
e Non-alpha characters - a required minimum number of characters that are not letters (a..z, A..Z).
e Password length - a required minimum number of characters in the password.

e Password expiry days - the password will expire after a number of days. (This will not apply for login to
the CAPI console.)

e Password strength - in addition to a combination of the above settings, a regular expression may be
used to enforce an even stricter policy.

For Authoring users, it is possible to enforce even stricter requirements through certain company settings. The
server documentation that will be provided with the release will contain more detail.

1.4. Console System Languages

The CAPI/Kiosk console's menu system, buttons and system messages can be presented in a number of
languages. These now include Arabic, Chinese (Mandarin), German, Indonesian, Japanese, Korean, Russian,
Thai, Turkish, and Vietnamese.

You change the system language as follows:

1. When logging on to the console, go to the Tools > Settings menu (see Console Settings on page 65 for
more information).

2. Inthe Default Language field, select the language you wish to use.

3. Save, and close the dialog.
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2. Installing and Activating CAPI/Kiosk on Interviewer
Stations

Note: You can install the CAPI Console onto as many laptops as you wish. However the number of CAPI
Consoles that can be active at one time is restricted to the number of stations licensed. For example, if
your company has licensed 10 CAPI Consoles, and installs the CAPI Console onto 12 laptops, all 12
consoles can be used but only 10 consoles can be activated by the interviewers at one time. When the
11" interviewer attempts to log on to his/her Console, the interviewer will receive an error message
stating that the allowed number of licensed CAPI Consoles has been exceeded.

Note: If more than one interviewer login is to be activated in a console (the interviewer station), then the
interviewers should ensure they synchronize the console before they log off after use to ensure any data
they have collected is transferred to the server.

Companies with CAPI/Kiosk access are allocated one additional user with the role CAPI Activation User. This
user has system_company_administrate permission, which gives access to all projects that are set up within
the company. The CAPI Activation User must have administrator access because this UserID is included in the
activation files that are uploaded onto Interviewer Stations, and it is used as authentication during the
synchronization process.

Note: The user who performs the installation and activation must have Administrator rights on the
interview station/laptop.

A list of the end users (the interviewers who will be using the consoles) must be registered in Confirmit before the
activation files (see Requirements Prior to Commencing Installation/Setup on page 4 for more information) can be
sent. So that multiple users can conduct surveys using the consoles, this list can comprise User IDs and need not
be “actual” personal names. Contact Confirmit Support for further details.

Note: Internet Explorer must be set as the default browser during CAPI Console installation. After the
installation is completed, you can change the default browser to a different system if required.

2.1. Requirements Prior to Commencing Installation/Setup

Before your company’s CAPI Activation User can start installing and setting up the CAPI consoles, your company
must complete the following:

e A CAPI End User list must be created using the Confirmit End User Administration interface (see
Interviewer Lists on page 5 for more information). Confirmit assigns each End User list a unique List ID
number, and the list ID number for your company’s list must be sent to Confirmit Company’s License
Administrator so it can be registered to your company.

e The details of the CAPI Interviewers — the people who will be conducting the offline interviews — must be
set up in the CAPI End User list using the Confirmit End User Administration interface. These details can
be added to the list or edited at any time; the list can be changed after it is registered. Refer to the
Authoring User Guide for further details.

e Your company must register a specified number of CAPI Console licenses.

Confirmit's License Administrator must then complete the following:

e The CAPI End User list ID that your company has provided to Confirmit Company must be registered to
your company.

o The number of CAPI consoles that your company has licensed must be registered in Confirmit.

e In most cases a "CAPI Activation User" is designated for your company. This user is able to create the
CAPI Activation Files (see The Activation Files for Windows on page 6 for more information) that are
required to activate each CAPI console.

Once these tasks have been performed you will receive notification from Confirmit's license Administrator. You
may then commence installation.

On-Demand only: Contact Confirmit Professional Services at support@confirmit.com when you need the
End User List information to be added to your company settings.

On-Premise: contact your Confirmit Software Administrator for assistance.



mailto:support@confirmit.com
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2.2. ClickOnce and Proxy Authentication

ClickOnce is the mechanism that is used for the CAPI/Kiosk console installation. ClickOnce provides support for
Windows Integrated proxy authentication. ClickOnce does not provide support for other authentication protocols
such as Basic or Digest. Users who run the installation behind a proxy server where that proxy server uses Basic
authentication will be presented with an error message stating that the URL cannot be reached as proxy
authentication is required. Console installation and console running will therefore not work through a Basic
authentication proxy server.

For Basic authentication, the only solution is that the user allows for proxy by-passing, otherwise every time the
URL is accessed the user will need to authenticate. Methods such as attempting to load another browser and
authenticating there first, then loading the console, will not work.

For further information regarding ClickOnce deployment, go to the msdn website at http://msdn.microsoft.com/en-
us/library/ms228998.aspx.
2.3. Interviewer Lists

A CAPI End User list must be created using the Confirmit End User Administration interface. To view any existing
lists:

1. Gotothe End Users > Lists menu command.

The End User Lists page opens. This page contains all the End User lists currently available to you (if
any).

End User Lists

Manage end user lists

—
e Confirmit.

f ; Home ~ Admin = [End Users ~|CAPI/Kiosk = CATI ~ Data Processing ~ = | User: Apple Admin, Adam | Log Off
Current List Lists -Q
X Delete| [ Search ./ Resst Add New List
|:| List ID List Name Creator Created Company z
(= vI || | [zeple | [= v Je |
|:| 807 DoclistForCAPT Apple Admin, Adam 19,05.2015 07:53:23 User Guide Company
|:| 735 DoclserList Apple, Adam 13,05.2015 07:59:47 Confirmit
|:| 1285954485 UserListl Apple, Adam 06,06.2008 12:42:35 Confirmit
|:| 32365240 Usermanual List Apple Admin, Adam 24,08.2006 13:00:20 User Guide Company

Figure 1 Example of an End User List for CAPI

2. Click on a blue List ID link to open the list.

In the list's Users tab, all the registered interviewers are specified with UserID and email address.

Current List: CAPI Interviewers (807}

General ” Parmissions " Companies I Users I Groups |
| 2 Delete p Search ./ Reset Group Filter Send Emails  Upload Users  Export Users Add Users|
I:‘ User ID User Name Email First Hame Last Name Company e
= vl || | | | | | | | |
I:‘ 132096 tinat deocumentation@confir.. Tina Toucan CAPI Company A
I:‘ 132035 sallys documentation@confir.. Sally Seagull CAPI Company
I:‘ 122034 roberkr documentation@confir.. Robert Ravan CAPI Company
D 122093 quenting documentation @confir... GQuentin Quail CAPI Company
D 132092 peterp documeantation @confir.. Peter Parrot CAPI Company
D 122091 clivers decumentation @confir... Oliver Owil CAPI Company
D 132090 nickn documentation@confir... Nick Nightjar CAPI Company
I:‘ 132089 mikem documentation@confir... Miks Mzaleo CAPI Company
M 1=22naa lindal Arrumantation feanfic Tindz | imnat CADT Cammnane

Figure 2 Example of users in an End User list


http://msdn.microsoft.com/en-us/library/ms228998.aspx
http://msdn.microsoft.com/en-us/library/ms228998.aspx
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Note: You can create “non-personal” users in the user list, for example Interviewer_1, Interviewer_2 etc.
so that any interviewer can log in as long as they use the correct password.

To create a new list:

1. From the End User Lists page click Add New List.
The New End User List dialog opens.

List Name | |

| Ok || Cancel |

2. Give the new list a logical name and click OK.

The list is created, and opens on your display ready for you to add end users. The list will be included in
the End User List page, and can be opened later for editing from there.

For more information about End User Administration, refer to the Confirmit Authoring User Manual.

2.4. Generating the Activation Files or Code

The basic procedures for generating the activation files for CAPI for Windows consoles or the activation code for
the app used on Android devices are very similar, with minor differences.

Note: You (as the CAPI Activation User) must create the End User list and register the list ID with
Confirmit before you can create the activation files. The list can be edited after registration (see
Requirements Prior to Commencing Installation/Setup on page 4 for more information).

Important

The professional user account used to generate the CAPI activation files or code is automatically
allocated company admin rights, and that account is then permanently linked to the activated consoles or
Android devices. The Admin role cannot be revoked, nor can the account be deleted, otherwise the CAPI
consoles will not be able to sync. If the server-side account is deleted for any reason, new activation files
will have to be issued.

2.4.1. The Activation Files for Windows
To create the Activation Files:

1. Onyour PC, log on to Confirmit as the CAPI Activation User using the user ID and password sent by
Confirmit.

2. Gotothe CAPI/Kiosk > Admin > Console Activation menu command.

The CAPI/Kiosk Activation overlay opens.
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39
CAPI/Kiosk Activation
|

Confirmit User Name|u5ermanua| |

Mode
Start Date [13.05.2015 ||
End Date [20.05.2015 |5

Enforce Encryption QJ

App Activation Code | Generate App Activation Code |

Send To | documentation@confirmit.com |

| Send Activation Details |Eance|

Figure 3 The CAPI/Kiosk Activation overlay

3. Define the duration of the CAPI activation files (the time frame within which the CAPI Console(s) must be
activated).

Note: The Start and End dates only control the validity of the activation files. After a console has been
activated it will not expire. After the specified End Date it will not be possible to activate a console using
these activation files. New files must then be generated by the CAPI Activation User.

4. The Enforce Encryption option only applies to Android apps - ignore this here.
5. Specify the email address to which the files are to be sent.

One set of valid activation files can be used to activate any number of consoles — you do not need to generate
separate activation files for each CAPI/Kiosk Console/Interviewer. Generate the files once and distribute them to
all the administrators who will be performing the installations. Note that you can only send the files by email to one
address at a time from Confirmit. However, the files can be attached to emails produced by other applications
(such as Outlook) and distributed as required.

6. Click Send Activation Details.

An email containing the Activation Files is sent to the address specified in the Send To field, and a
message is displayed informing you that the files have been sent.

1i19.05.2015 11:20

mailer@euro.confirmit.com
CAPI activation files

To User Manual

Message | activationFile.txt (966 B} | %509 .t (888 B)

Save the attached activation files and note the folder you save them in.
The first time you start the console, you will be asked to locate the directory of these activation files.

If you are replacing existing activation files, copy the files to this location: C:\ProgrambData\Confirmit\CapilnterviewerConsole\bin\,

Figure 4 Example of the activation email

The recipient will receive two text files; activationFile.txt and x509.txt. These must be saved in all the
PCs that are to be used as interviewer stations. During CAPI installation, the files will be copied into the
folder C:\Program Files\Confirmit\CapilnterviewConsole\bin after the CAPI Console has been
downloaded to that interviewer station (see Downloading the CAPI Console Installation Files on page 9 for
more information).

In the event the User ID list is not registered, the error message shown below is displayed.

-7-
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Microsoft Internet Explorer

! "_\ The enduser list id For CAPI is not sek for wour company, This value needs to be set before vou can send out activation files,
*

Figure 5 The End User List ID warning message

2.4.2. The App Activation Code

If your interviewers are using Android devices then they will need to download the CAPI app to their device (refer
to the CAPI App User Guide for further details) and activate it using a code generated here.

To create the code:

1. Onyour PC, log on to Confirmit as the CAPI Activation User using the user ID and password sent by
Confirmit.

2. Gotothe CAPI/Kiosk > Admin > Console Activation menu command.

The CAPI/Kiosk Activation overlay opens.

CAPI/Kiosk Activation

Confirmit User Name |pesesii
Mode | CAFT ¥

Start Date |3/1/2015 =
End Date 3/31/2015 | 4]

Enforce Encryption [+ &

App Activation Code | Generate App Activation Code |
Send To | T confirmit.com

| Send Activation Details | Cancel

Figure 6 The CAPI/Kiosk Activation overlay

3. Define the duration of the App activation code (the time frame during which the Android devices must be
activated).

Note: The Start and End dates only control the validity of the code; after a device has been activated it will
not expire. After the specified End Date it will not be possible to activate a device using the code. A new
code must then be generated by the CAPI Activation User.

4. Decide whether you wish to enforce encryption, and check/uncheck the box as required.

When Enforce Encryption is selected, the CAPI app can only be installed on devices that have device
encryption enabled. If encryption is not enabled it will not allow the app to be installed. The app will not
encrypt the device automatically. This option does not apply to CAPI on Windows.

5. Click the Generate... button to create the code; the code is then presented in place of the button.
6. Specify the email address to which the code is to be sent.

One valid activation code can be used to activate any number of Android devices — you do not need to
generate separate activation codes for each device. Generate the code once and distribute it to all the
administrators who will be performing the installations. Note that you can only send the code by email to
one address at a time from Confirmit. However, the code can be copied into emails produced by other
applications (such as Outlook) and distributed en-mass as required.
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7. You can now click the Send Activation Details button.

The code is sent to the address specified in the Send To field, and a message is displayed informing you
that the email has been sent.

on 1803 2015 09:34

CAPI activation files
C ehe—"

Message | activationFile.bxd [B70 B) | x509.txt (588 B)

Windows CAPI Console:
Save the attached activation files and note the folder you save them in.
The first time you start the console, you will be asked to locate the directory of these activation files.

If you are replacing existing activation files, copy the files to this location: C:\ProgramData\ConfirmithCapilnterviewerConsole\bin',

CAPI App:
Use the following activation code on the CAPI App: ETERGEGEG_

Figure 7 Example of the activation email

The recipient can then type or copy the code into their device activation screen and activate their Android
device.

2.5. Downloading the CAPI Console Installation Files

Note: The procedures given here are for CAPI using Windows on a laptop. For information about the CAPI
app, refer to the separate CAPI App User Guide.

The URL from which you download the CAPI installation files will differ depending on which server you run
Confirmit Authoring from. Therefore, for each individual interviewer station/laptop PC onto which the CAPI
Console is to be installed, you are recommended to log on to Confirmit Authoring and fetch the relevant URL as
stated below.

1. In Confirmit Authoring, go to the CAPI/Kiosk > Download CAPI Console menu command.

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

= | Lo |

Download CAPI Console

https: f fauthor.testlab.firmglobal.net/ capif publish.htm Copy to clipboard

Email recipient documentation@confirmit.com

Email download URL Cancel

Figure 8 The Download CAPI Console overlay

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

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

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

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

Confirmit

Horizons

Confirmit CAPI

DOWNLOAD FOR

Windows

ANDROID APP ON

P> Google play

FPlease make sure your device has necessary components installed, see System Requirements

Figure 9 Example of the download page

4. Click the Download for Windows button and follow the instructions to download the file.

For all supported browsers, the CAPI/Kiosk console will install to the c:\programdata\ folder.

When you install the application, the system will also run a check to verify that the required applications
(see System Requirements on page 2 for more information) are installed on the interviewer station/laptop.
If any of the applications are missing, they will be installed automatically before the CAPI Console
installation starts.

5. Continue as appropriate:

2.5.1. How to Upgrade a Console
Your console will be upgraded automatically the first time you log on after the application has been upgraded on
the server. The files are copied into your PC and the console is enabled for normal CAPI operations.

2.5.2. How to Install a New Console

1. Logon tothe console PC as the PC Administrator and run the installation file (see Downloading the CAPI
Console Installation Files on page 9 for more information).

2. Read and accept the Confirmit License.
3. Inthe page that now opens, click Install.

A dialog box appears.

4. Click Run and confirm the installation as necessary.

The Install command runs an installation of both the new third party software components required from
Microsoft and the CAPI Console. The Launch command installs only the CAPI Console, so in this case the
prerequisites must already be installed.

The console will start automatically after the installation.

Note: Confirmit recommends that you always install automatic updates when prompted to do so by the
CAPI application. Confirmit Company reserves the right to force the installation of critical updates.

The Browse For Folder dialog opens and you are asked to indicate where the activation files are located
(see Interviewer Lists on page 5 for more information)

-10 -
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5. Browse to the folder in which the Activation files were stored, select the folder and click OK.

The Activation files are copied into the C:\...\Confirmit\CapilnterviewConsole\bin folder. The CAPI/Kiosk
license agreement opens.

Note: In the event the selected folder does not contain the expected activation files, you will be asked to
select a different folder. If the activation file is empty, an error message will be displayed and the
activation process will be aborted.

6. Read and accept the license agreement.

The Console Owner Info dialog opens. This dialog enables you to input the owner information while you
are setting up the console, thereby reducing the amount of work required later. Note that this information
is not obligatory.

Console Owner Info §|

Cnrer || |

Cner's email | |

Ownet's phione no, | |

Descripkion

Ok Zancel

Figure 10 The Console Owner Info dialog

7. Fill in the Owner information as desired and click OK.

The CAPI Console is launched and the CAPI Login screen opens.

Note: If the activation files are missing, the same window will appear again.

8. Close the console application and log off the PC.

9. Log on to the PC as the user who is to use the PC for conducting the interviews.
10. Go to the Start menu > Programs > Confirmit > Confirmit Console and run the Console application.
11. Log in as the interviewer who is to use the console.

This enables the console for normal CAPI operations.

Important

To install the new third party software components required, the user initiating the install function must
have administrator rights in Windows. If this installation is performed using the Install command as
described above, be aware that the CAPI Console that is automatically installed during that operation will
be locked to that administrator user. The CAPI Console end user, who will normally use another Windows
user account for logging into the PC, will therefore not be able to access this CAPI Console. In this
scenario, the CAPI Console end user must run step 7 in the procedure above. The user installing the CAPI
Console must also ensure that the end user has access rights to the "confirmit" folder. This can be
located in C:\Program Files\confirmit, or in C:\programdata\confirmit for windows Vista and 7.

Note: Site Administrators can download an ISO image containing the CAPI client setup for off-line
distribution and setup. Read the Readme file located on the root path on the CD image for setup
instructions.

-11 -
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Note: The clock on the CAPI console computer must be correctly set in order for CAPI to synchronize
successfully.

2.5.3. Automatic Updates

Important

If you intend to conduct any online activity during your console work session (for example if you intend
to synchronize the console) then Confirmit strongly recommends that you have an Internet connection
working BEFORE you start the console. The CAPI/Kiosk console application automatically looks for
update notifications on start-up. If the CAPI application has been updated and an Internet connection is
not available when the console is started, then the console will not automatically know that the update is
available and problems may occur if you later attempt to synchronize the old console application with the
newer CAPI application. If you are in any doubt, go to Help > Check for Updates.

When an update is available for the CAPI/Kiosk application, you will be notified and prompted to download and
install it.

Lipdate Available E|
Application update E_:’
& news version of Confirmit Console is available. Do vou want bo download o
it now?

Mame: Confirmit Console
From: 172.16.12.71

ok || sk

Figure 11 The update notification dialog

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

Note however that if you refuse the update when first notified, you will not be prompted again. To update your
system later, you must visit the Console download web site and click on the Setup.exe link (see Downloading the
CAPI Console Installation Files on page 9 for more information)., or run the check "manually” - see below.

In the event you must launch the CAPI console before an Internet connection is available, you can later tell the
console to check for updates. To do this:

Go to the Help > Check for Updates menu item.

The console will force a connection to the Confirmit environment and verify that the console is running the latest
version of the CAPI console. If it is the latest version, a message will be displayed stating that the version is the
latest and stating the actual version. If there is a new version available then this will be installed.

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

2.5.4. Deleting CAPI Console from a PC

In the event you need to completely remove the CAPI Console application from a PC, perhaps prior to performing
a fresh installation, proceed as follows:

1. Gotothe PC's Start menu > Settings > Control Panel and open the Add or Remove Programs
application.

2. Using this, un-install the Confirmit Console application.
3. Go to the appropriate folder as specified below, and delete the Confirmit folder.

For Windows 7 and Vista - C:\programdata\

-12 -
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For Windows XP - C:\Documents and Settings\All Users\Application Data\

The Confirmit Console is now removed from the PC, and you are in a position to perform a new installation if
necessary.

-13-
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3. Setting Up
3.1. How to Set Up a Survey for CAPI/Kiosk

When you have created and programmed your survey in Confirmit Professional Designer (refer to the Confirmit
Authoring User Manual for more information), and you want the survey to be either only a CAPI survey or both a
CAPI and a CAWI survey, proceed as follows:

1. Before you launch the survey, go to the Designer > Survey Settings menu command, Survey Channels
tab, and select the CAPI/Kiosk survey checkbox.

General Options | Survay Channels | ywap Options | CAPL/Kiosk Options | CATI Options | L:

Active Database Production

Survey modes

Web survey
L] Smartphonas g

I:l Generic mobiles o

CAP]_-" Kiosk survey Q'D

D CATI survey

Figure 12 Selecting the CAPI/Kiosk Survey setting in the Survey Channels page

2. Goto the CAPI/Kiosk Options tab .

General Options || Survey Channels || Web Options CAPI/Kiosk Options | caT] Options | Layout | Validation & XS5
Active Database Production
Survey type

o) Open survey

:' Limited survey with login page [Requires an uploaded respondent list with UserID & Password fields)

Include back button

D Display answer codes in survey
Figure 13 Setting the CAPI/Kiosk Options

This tab contains a number of options. As with web surveys, you can define a CAPI survey to be either
Open or Limited.

oWhen a CAPI survey is defined as Open, the interviewers generate the interviews/responses themselves
on the console. If the console is set up as a Kiosk, anyone who wishes to respond to a survey can do
Sso.

oWhen a CAPI survey is defined as limited, the interviewers will either have specific respondents
assigned to them or, if the console is set up as a Kiosk, respondents must log in to the survey using
the userids/passwords that have been uploaded into the survey.

Also, you can specify that the answer codes are displayed beside the category text for single and multi
questions. For example, a Gender question with the answers Male (code 1), Female (code 2) and
Refused (code Ref), would be presented as:

1: Male

2: Female

-14 -
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Ref: Refused
The layout will always take the format “code label: category text”.

For information on other Survey Settings (Web options, Layout, Validation), see the Confirmit Authoring
User Guide.

3. Goto the Launch Survey menu command and click Launch Survey to launch the survey.

Confirmit generates compressed CAPI files in addition to web files. The CAPI files contain all settings,
scripts, multimedia files, etc. with which the project has been programmed. These files are then
transferred to the interviewer console during synchronization.

Confirmit creates a CAPI Specific folder in the Questionnaire Tree.

Once you have selected the required survey settings and launched the survey, you can move on to the
CAPI/Kiosk Supervisor module (the options in the CAPI/Kiosk menu) (see The CAPI/Kiosk Menu on page
18 for more information).

Note: Confirmit users who are to be CAPI Supervisors for a project must be given “Supervise CAPI
Project” permission for the specific project in the Survey Management > Permissions page.

1 of within 5 minutes.

o Grant all | — please select — | Revoke all | - please select —

¥ | Users and groups V| regardless of acoess rights W

ast Name Access level Administrate project Administrate online co... Code opantaxt Supervise CAPI Project | Supervise CAT]

| S Lo b

azurik Mone 4 0 O N ]
oS .Nom: V. |_ _ _I J
dmin MNone L' |_ _ _I _I

T m 1 1

ek Blren (¥

Figure 14 Setting the Supervise CAPI Project permissions

3.2. The Survey Channel Function

When a survey is to be conducted as both CAWI and CAPI, you may wish to display specific questions in one
mode that are not required in the other. To achieve this, use the GetSurveyChannel() function.

If for example a survey has one group of questions that are to be shown only in the CAPI survey and another
group of questions that are to be shown only in the CAWI survey, include two Conditional expressions in the
survey to define this logic, as shown below.

-15 -
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=l @ Annual Satisfackion Survey (pO364972)
I Capi Specific
|53 Dermagraphics
= -E[? [F GetSurvesChannel]i=="Cawi"
= B THEM
EE g4 - T% Channels Today (Mulki)
T IF F'g4) .inc( 99" )
B IF (F('q3) =="2' || F{'q3) == "3 B | F{'q4) .i...
E q7 - Favorite (Single)
= ?[? IF GetSurveyChannelli=="Capi"
= B THEM
E radio - Radio Channels Today (Mulki)
U IF F{'radio") .inc{ ‘99" )
E q7_radio - Favorite (Single)
=l |- Scales and Lists
g channels
= 0 Guotas
o quatal
|3 Emails

Figure 15 Using the GetSurveyChannel Function

In the example above, respondents answering the web survey will only see the questions concerning TV
Channels, while the CAPI Interviewer will only be able to see and ask the questions concerning radio.

You can also set the channel mode into a hidden question using a script if for example you want to report on the
channel mode.

Insert a script node into the survey and write the following script:
f (“mode”) .set (GetSurveyChannel () )

Toolbox - IH save &

General

= @ Annual Satisfackion Surve
[h Capi Specific Mame |5url.let,lmn:rde
Deleted [ ]

[>

E mode (Single)

(5 Denogoptics

=l [ Scales and Lists
g channels
=l 5 Quotas

f("mode"l set{ GetSurveyThanneal(]]

Figure 16 Adding GetSurveyChannel in script

The script must refer to the question where the survey mode is to be set. The question must be a Single question
(here with ID “mode”) with two Answers. Make the codes for these answers Capi and Cawi.

T surveymos (s il I

E node iSingle) Englizh Precode |Weight |C
Dermographics Capi

=

} Scales and Lists CAWI Cawi

Figure 17 The Single question survey channel
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3.3. Files in CAPI Surveys

Note: See the Confirmit Authoring User Manual for more information about the File Library functionality in
Confirmit.

If you must refer to images or other files in a CAPI survey, then to ensure that the files are included in the survey
during the synchronization process they must be stored in specifically named folders in the Confirmit File Library.
The folder name must be either the project number if they are used only in this project, or “CAPICommon” if they
are shared across several CAPI surveys.

Note: The following characters are not allowed and must not be used in folder names in the File Library: +
/\N?2H#P&*|:" <>,

Folders { 247Kb storage [ 256Kb

# Delete Rename Create Fu:ulder|

CAPICommon [(106Kb )

}(_ Delete Mowe Copy Upload...

= gRDDt Falder [] File Marme | Thurnbnai... Size Uploaded | Link <)
_APTCommon

| Sara_lones

[] moan.gif 35.21Kb 09/28/20,., View

|:| sea, gif

35.31kb 09/28/20... View

Figure 18 Files used in CAPI survey
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4. The CAPI/Kiosk Menu

The CAPI Supervisor Module is fully integrated with Confirmit and includes the following functionality:

Interviewer Management — enabling complete control of the interviewer workforce (see Interviewer
Management on page 19 for more information).

Sample Management — enabling proper sampling on “offline” populations (see Sample Management on
page 22 for more information).

Synchronization Status — ensuring the supervisor is informed of project progress (see Synchronization
Status on page 30 for more information).

Messaging system — to communicate with the interviewer workforce (see The Messaging System on
page 33 for more information).

Productivity Stats — you can create reports of the interviewer productivity statistics (see Productivity
Stats on page 36 for more information).

Upload Interviewer Assignments — in the event you have a large field force, where a large number of
assignments need to be made on a regular basis, this function enables you to upload the assignments
from a tab-delimited text file (see Uploading Interviewer Assignments on page 39 for more information).

Download CAPI Console - enables you to send a URL to the CAPI download site to a specified email
address (see Downloading the CAPI Console on page 40 for more information).

Admin - provides access to the Administrator functions.

CAPI KIask =

ail Interviewer Management

3{ Sample Management
E Synchronization Status
Messaging System
Productivity Stats
Upload Interviewsr Assignments
Download CAPI Console
Admin ¢

Figure 19 The CAPI/Kiosk menu

The Admin sub-menu is for CAPI administrators only and has the following functions:

-1

Conscle Management

Console Activation

LA Sl

Synchronization Log
Console Admin Setup

Default Respondent Data Columns

Switch Company

Figure 20 The Admin sub-menu

Console Management — to set up and manage the console (see Console Management on page 40 for
more information).Admin

Console Activation — to activate the console (see The Activation Files for Windows on page 6 for more
information).

Synchronization Log — a list of console synchronization operations (see Synchronization Log on page 43
for more information).
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e Console Admin Setup — the administration setup functionality (see Console Admin Setup on page 45 for
more information).

e Default Respondent Data Columns - allows supervisors to specify the default columns of respondent
information that are to be displayed in the CAPI console (see Default Respondent Data Columns on page
47 for more information).

Note: Re-synchronization of productivity data, which was previously possible through this sub-menu, is
now achieved via the Confirmit Authoring Admin menu. Refer to the Administrator manual for further
details.

These functions are explained in the following sections.

4.1. Interviewer Management

When your survey has been launched as a CAPI survey (see How to Set Up a Survey for CAPI/Kiosk on page 14
for more information) and the interviewers are set up in a list in End Users, the CAPI Supervisor can start to
administer the survey and interviewers.

This section is for the CAPI Supervisor.

4.1.1. How to Add Interviewers To and Remove Them From a Survey

Note: You must have CAPI Project Supervisor permission for the survey before you can add and remove
interviewers (see How to Set Up a Survey for CAPI/Kiosk on page 14 for more information).

1. Go tothe CAPI/Kiosk > Interviewer Management menu command.

The page shown below opens.

e_: Confirmit.

%) Home - i n Kioske = | CATI * | Data Processing ~ | Survey Management ~ Designer ~ Translation - Respondents ~ Reporting ~ Survey Data ~ ~ |User: Apple Admin, Adam | Log OF
- af & Status | | Messaging System ity Stats Upload Intervi i Download CAPI Consale/App  Admin ~ - Q‘
o e e e
) search| 2 Resat . Remove All 87 Assign All B8 Show Assigned Shouw ll i i Log || /) search / Reset ¥ Remove All| §5| Remove | 8- Assign 3¢ Remove and delete data
Survey ID | SurveyName Status. Sync 2 | [ interviewsr Group Status Assigned Surveys [
[ I | m o~ | | [ o I
() p1843224728 Call Center Survey (Doc) Unassigned [ acama Unassigned ~
Car Project for Unassigned [ belindab Unassigned
[] charlesc Unassigned
[ davidd Unassigned
[ ellene Unassigned
[ fredf Unassigned
[] garethg Unassigned
[] helenh Unassigned v
M1 tan linacsinnad
Page 1 0 0F 20 salected Page 1
Survey: Call Center Survey (Doc) (p1843234728) Language [Englzh /| Database [ preduzton || EURD @ 2015 Confirmit

Figure 21 Example of the Interviewer Management screen

The page shows two lists. The Surveys list on the left displays all the surveys that have been launched as
CAPI surveys and to which the current supervisor has access. The Interviewers list on the right displays all
the interviewers who have been set up in the End User List to which a reference is made at the company
level in the Confirmit User Administration interface.

2. To assign interviewers to a project or remove them from it, select the project and the interviewers and click
the appropriate button, then confirm the action.
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Interviewer Management -

e et e, Confirmit.
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- fp————
) search| 7 Resst f Remove All 89 Assign All B8 Show Assigned Show All ity Stats  Upload i View i Log ' ||| [ Search J Reset ¥ Remove All| $Remove | €~ Assign < Remove and delete data

Survey ID | SurveyName Status. Sync 2 | [ interviewer Group Status Assigned Surveys &

|| | m ~ | | [an I

(8) p1843224728 Call Center Survey (Doc) Unassignad = adama Unzssigned ~
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ellene. Unassigned
[] #redf Unassigned
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= [T———

Page 1 4 of 20 selected. Page 1
Survey: Call Center Survey {Doc) (p1843234728) Language | English | Database | Preduction V' ‘EURD‘@ 2015 Confirmit

Figure 22 Selecting the project and interviewers

In all cases, the screen will update and display the number of interviewers that are assigned to each
survey in the Survey Status column, and the number of surveys each interviewer is assigned to in the
Interviewers Status column.

Note: If an interviewer has collected and synchronized response data for a survey and is then re-assigned
and replaced by a different interviewer, then the synchronized data for that survey will be transferred to
the new interviewer. If the data has not yet been synchronized when the original interviewer is removed
from the survey, then the system cannot know that this data exists. The response data collected by the
original interviewer will then be stored in the interviewer console. To retrieve this data, you must re-
assign the original interviewer to the survey and synchronize the console so that the data is transferred
to the server. You can also delete the data when removing the interviewer (see Deleting Interview Data on
page 21 for more information).

The project IDs of the surveys to which an interviewer has been assigned are displayed in the Assigned
Surveys column in the Interviewers frame.

Interviewer Management -
e e e Confirmit.
;‘ Home ~ Admin ~ End Users ~ |CAPL/Kiosk = |CATL - Data Processing ~ Survey Management ~ Designer ~ Translation ~ Respondents ~ Reporting ~ Survey Data ~ ¥ |User: Apple Admin, Adam | Log Off
€] Interviewer ¢ sample & i Status | [»] Messaging System ity Stats | Uplosd - - Download CAPI Console/app Admin = - 0.‘
= 9=——ee—
/) search| 2 Reset| & Remove All 83 Assign All| B8 show Assigned  Show All ity Stats | Upload i View Resp|| [ Search| 2 Reset J Remove All| §5|Remove €~ Assign < Remove and delete data
Survey ID SurveyName Status Sync 2 | O tnterviewer Group Status Assigned Surveys 2
[ 1] [ | D S [ ]
O p1843224728 Call Center Survey (Doc) Assigned (4] = [ adama Assigned (2) p1842224728, p1843941460
Car Project for Assigned (2) = [ belindab &3] P1843224728
The number of surveys this
[ charlese - ed
interviewer is assigned to
[] davidd
The number of interviewers
assigned to this survey O ellene Assigned (2) P1B43224728, pl843341460
[ fredf Unassigned
[ garsthg The survey IDs of the surveys to p1843224728
[ helenh which the interviewer is assigned v
2ni linassinnad
Page 1 0 of 20 selected. Page 1
Survey: Call Center Survey (Doc) (p1843234728) Language | English ‘| Database | Preduction V' ‘EURD‘@ 2015 Confirmit

Figure 23 Assigning interviewers to a survey

The buttons in the Surveys frame are as follows:

e Search - in the event the list is extensive, you can add search criteria to the appropriate fields and click
this button to reduce the list to a manageable size.

e Remove All — all interviewers that are assigned to the selected project will be removed.
e Assign All — all interviewers listed in the Interviewers frame will be assigned to the selected survey.

e Show Assigned - the Interviewer frame will be updated and only those interviewers who are actually
assigned to a project will be displayed in the list.

e Show All — after you have clicked Show Assigned, click this button to re-display the entire list.

e Productivity Stats — click to open the Productivity Stats page (see Additional Functionality on page 36 for
more information).
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e Upload Respondent Assignments — you can upload respondent assignments to simplify the
management of larger field forces, for example where a large number of respondent assignments may
need to be made at regular intervals (see Sample Management on page 22 for more information).

e View Respondent Reassignment Log — the Respondent Reassignment log displays details of
respondent records that have been re-assigned from one interviewer to another, where data exists on the
original interviewer’s device. The supervisor can then make a decision on whether or not to re-assign
them back to the original interviewer (see How to Re-assign Respondents to Different Interviewers on
page 27 for more information).

The buttons in the Interviewers frame are as follows:

e Search —in the event the list is extensive, you can add search criteria to the appropriate fields and click
this button to reduce the list to a manageable size.

e Remove All — select a project in the Surveys frame, select one or more interviewers in the Interviewers
frame and click Remove All to remove all allocated projects/surveys from the selected interviewers.
They will then no longer have access to any surveys. The status columns in both frames will be updated to
reflect the changes.

e Remove - select a project in the Surveys frame, select one or more interviewers in the Interviewers frame
and click Remove to remove the selected project/survey from the selected interviewers. They will then no
longer have access to this survey.

e Assign — select a project in the Surveys frame, select one or more interviewers in the Interviewers frame
and click Assign to assign the selected interviewers to that project.

e Remove and delete data — when removing an interviewer from a project, if you also wish to delete the
data that interviewer has collected for that project, click this button (see Deleting Interview Data on page
21 for more information).

Note: This action will only delete data from the console; it will NOT delete the data that has been collected
in the survey database.

4.1.2. Deleting Interview Data

When an interviewer is removed from a project, you can also delete from the console any data collected by that
interviewer for that project. This action allows you to reduce the amount of respondent data that is stored on CAPI
console.

1. Inthe Interviewer Management window, select the project and the interviewer you wish to remove from
that project, and click Remove and Delete Data.

-
ﬁ\ Search E Rermove Al &5 Rermove | 8- Asg* n x Femaove and delete data I
D Interviewsar Group Status g el = ";.v{
All (Al w

] i Unassigned

I:l i Unassigned

|:| hh Unassigned

] oo Unassigned

.

FF llmaesinnad

Figure 24 The Remove and delete data button

When the console is next synchronized and the assignment is removed, the data will also be deleted.

Note: As this operation will result in data being deleted from the CAPI Console (not the database), you are
prompted to select both the project and the interviewer(s) at the same time.
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4.1.3. The Project Right-Click Menu

Select a project and right-click on it to open a drop-down menu.

N HYadaaLe gl DUIVEY U ML FomiYiieu )

I.E}I p0177995 Newspaper Survey for ... Assigned (4] = Ll
Show Assigned

Assign All
Remaowve All

Assign Respondents

af
(S Rl

Synchronization Status
Productivity Stats
Upload Respondent Assignments

View Respondent Reassignment Log

Figure 25 The Project right-click menu

Here you have menu access to three functions from the Interviewer Management frame, Show Assigned,
Assign All andRemove All, and in addition you also have direct access to functions from the Sample
Management window (see Sample Management on page 22 for more information) and Synchronization Status
functionality (see Synchronization Status on page 30 for more information) for the current project.

4.2. Sample Management

If you have a survey for which a known sample (set of respondents) has been uploaded, and these respondents
are to be interviewed offline by a specified number of CAPI interviewers, you can divide the sample among the
interviewers such that each respondent is assigned to a specific interviewer.

In the following example, the respondents will be assigned to interviewers based on a variable that has been
uploaded along with the respondent file. The variable used in this case is “region”, or the respondents’ place of
residence.

1. Gotothe CAPI/Kiosk > Sample Management menu command.

The page shown below opens.

Assign Respondents Confirmit. /™

Assign respondents to specified interviewer everywhere ‘.
“uHome - Admin ~ End Users - |CAPIfKiosk = |Dats Procassing ~ Project Management ~ Designer ~ Translation ~ Respondents ~ Reporting ~ Survey Data -~ |User: Apple, Adam Log Off  ~
&) Interviewer Management 3" Sample Management \E Synchronization Status | | Messaging System  Productivity Stats Upload Interviewer Assignments Admin ™ -

1 ssarch Show Al Productivity Stats Upload Respondsnt Assignrnents Visu Respondent Reasssignment Log

Survey 1D Survey Hame Status Sync =}
[ N I C—

O po3sss12 Car Survey for CAPI Assignad (3)

Figure 26 Example of the Sample Management page

The page lists all the surveys that have been launched as CAPI surveys and to which the CAPI Supervisor
has access. The list behaves in the same way as all lists in Confirmit: it is searchable, and you can sort it
in descending or ascending order by clicking on the column titles (Survey ID, Survey Name).

2. Select a survey and right-click on it to open a drop-down menu with the following commands:

oAssign Respondents — opens the interface in which you assign to interviewers the respondents who
are uploaded into the project.

0 Set Columns for Project — opens the Set Default CAPI Columns interface. This allows the project
supervisor to specify the respondent information columns that are to be displayed in the CAPI console.
This overrides for the project, the company default setting specified by the administrator (see Default
Respondent Data Columns on page 47 for more information).
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oInterviewer Management —opens the CAPI/Kiosk > Interviewer Management window (see Interviewer
Management on page 19 for more information).

o Synchronization Status — shows the status for the current project.

o Productivity Stats — click to open the Productivity Stats page (see Productivity Stats on page 36 for
more information).

oUpload Respondent Assignments — you can upload respondent assignments. This simplifies the
management of larger field forces, where a large number of respondent assignments may need to be
made at regular intervals (see How to Upload Respondent Assignments on page 26 for more
information).

oView Respondent Reassignment Log — the Respondent Reassignment log displays details of
respondent records that have been re-assigned from one interviewer to another, where data exists on
the original interviewer’s device. The supervisor can then make a decision on whether or not to re-
assign them back to the original interviewer (see The Respondent Reassignment Log on page 28 for
more information).

3. Select Assign Respondents.

The Assign Respondents window opens. This window comprises two areas; the area to the left lists the
interviewers who have been assigned to the current survey, and the area to the right lists the respondents
who have been uploaded into the current survey.

Note: If the project is also run as an open project where interviewers can choose the respondents, these
respondents will also be listed here.

1 Search ¥ Remove All 57 Assign Al Eif show Assigned Survey L|st| | 7 Search | G Rernove 47 Assian Select Columnns..
Interviewsar Status 2 | [J respendent 10 Status Assigned Interviewer | Interview Status )
All hd All A All v
O Interviewer Unassigned 11 Unassigned
) Interviewerz Unassigned O 1z Unassigned
O Interviewerl Unassigned O 1z Unassigned
[ 14 Unassigned
[ 1s Unassigned
O e Unassigned
O 17 Unassigned
[ 1= Unassigned
[ 19 Unassigned
O zo Unassigned

Figure 27 Example of the Assign Respondents window
A field selection pop-up window is available in the Respondents frame that enables you to select the fields
from the respondent list, or system fields, that you want to be displayed in this frame.

4. Click the Select Columns button (furthest right in the button bar) to open this window.
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Confirmit Confidential
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Selected itemis
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Figure 28 The Select Columns window in Respondents

| (o] 4 || Cancel

Assume for this example that we need to see the respondents’ names and the regions of residence so
that we can assign them to interviewers based on that information.

5. Inthe Available Items column, check the boxes beside the region and name options, and click the >>
button to move them to the Selected Items column. The region and name columns are then added to the

list.
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Fopordens |
|_53 Search 3( Femove B’}' Azsign Select Columns... |
D Rezpondent ID Status Aszigned Inter... Interview Statusz  name region z
| [ [a v | | [ v | | |
D 11 Unassigned Alan Brown Larndan E
D iz Unassigned Christine Downer Londaon 5
[ 1= Unaszigned Eric Folker London H
[] 14 Unaszigned Gareth Holland London H
O 1s Unaszigned Ian Janes Landan W
O 18 Unaszigned Karen Lennan Landen 5
D 17 Unassigned Mandy Malan Larndon 5
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Figure 29 The Respondents list with the required columns displayed

6. Assign the respondents to the interviewers using the appropriate function:

o Select an interviewer and some respondents and click Assign to assign the respondents to the
interviewer.

o Select an interviewer and click Assign All to assign all the respondents to the interviewer.
o Select an interviewer and click Remove All to remove all respondents from that interviewer.

o Select an interviewer and click Show Assigned to update the Respondent frame and show the
respondents who are assigned to the current interviewer.

oClick Survey List to go to the first screen in Sample Management, where all surveys are listed, so that
you can choose another survey and assign respondents to interviewers in that survey.

o Select some respondents who are already assigned to interviewers and click Remove to remove the
respondents from the interviewer.

Note: Right-click on an interviewer to open a drop-down menu from which you can execute three of the
actions that are described above: Assign All, Remove All, and Show Assigned.

L search ¥ Rermove All 57 Assign All B show Assigned survey List||| 0 search | 52 Remove @ Assign Select Columns..,
Interviewsar Status @ | [0 Respondent ID < Status Assigned Inter.,. Interview Status | name region -
| | [an v | | o | | [an v | /| \
) Interviewerl Aszignad (4) 011 Azsigned Interviewarl Alan Brown London E
) Interviewerz Assigned (3) [ 1z Assigned Interviewerz Christine Downer London 5
(¥) Interviewer® Unassigned [ 13 Assigned Interviewerl Eric Folker London M
[ 14 Assigned Interviewerl Gareth Holland  Lendon M
15 Unassigned Ian Jones Londan W
[ 16 Assigned Interviewer? Karen Lennon London 5
[ 17 Assigned Interviewar? Mandy Helan Lenden &
18 Unassigned Oliver Paulsan London W
O 19 Assigned Interviewerl Guentin Roland  London E
20 Unassigned sally Tate London W

Figure 30 Assigning respondents to interviewers

The CAPI supervisor in the example above is about to assign the respondents residing in London West to the
interviewer “Interviewer3”. In the example, “Interviewer1” will visit respondents in London East and North,
“Interviewer2” will visit respondents in London South and “Interviewer3” will visit respondents in London West.
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Select a respondent and right-click on it to open a drop-down menu offering the same options as the buttons.

4.2.1. How to Upload Respondent Assignments

The ability to upload respondent assignments simplifies the management of larger field forces, where a large
number of respondent assignments may need to be made at regular intervals. In addition, it simplifies the ability to
integrate with larger companies existing sample management systems.

You can upload assignments from a tab-delimited text file, with column headings in the first row. The data file
must contain the following headings: interviewer and respondentid. 'interviewer' refers to the 'User name' field
from the CAPI interviewer end user list, 'respondentid’ refers to the ID of the sample record project. All texts are
case-sensitive.

Note: You can also remove respondent assignments. If the 'interviewer' field is empty, the task will
remove the assignment for that respondent ID.

1. Gotothe CAPI/Kiosk > Sample Management menu command.

The Assign Respondents page opens.
2. Inthe Surveys list, select the project you wish to upload the assignments to.
3. Click Upload Respondent Assignments.

The Upload Settings dialog opens.

File to upload E
Assignment handling | Replace existing assignments hd
File encoding AMNSI W
Start time ASAP b

Cancel Finish

Figure 31 The Upload Settings dialog

4. Browse to and select the file you wish to upload.
Select how you wish the assignments to be handled.

The upload can operate in one of two modes: The default behavior replaces any existing assignments, or
you can select to leave existing assignments intact (to avoid accidentally re-assigning respondents to
different interviewers).

6. Select the type of encoding used for the file.
7. Select the start time and any required recurrence.
8. Click Finish.

The task will be performed as selected and at the time selected.

4.2.2. Automatic Assignment of Respondents to Interviewers during
Respondent Upload

When loading respondent data into the system for a CAPI survey, you can assign the respondents to CAPI
interviewers automatically. To do this the uploaded respondent tab delimited file must have a specific column
included called capiinterviewerid. It is optional to include this column, but if it is included, a value is mandatory -
ie. The column cannot be empty. The value entered must correspond to the numeric internal ‘User ID’ allocated to
the CAPI interviewer in the end user list.

For example, in the figure below, User5 would need a value of 34287 to be automatically assigned to this
respondent during respondent upload.
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_:chrne * Adrmin T [End Users T | CAPI/Kiosk ™ Data Processing T | Project Managernent ™ Designer ™

Current List Lists

General | Permissions | Companies | Users | Groups || Assigned Online Reports

}(_ Delete A,; ! saarch Group Filter B

|:| User ID User Name Emzil First Mame

= ¥

[] =z4z=s user? eric.kelce@confirmit.com User?
users eric.kelce@confirmit.com Users
userd eric.kelce@confirmit.com User3
userd eric.kelce@confirmit.com Userd

[] zazss userd eric.kelce @confirmit.com Uzer3

[] zaz2a userz eric.kelce @confirmit.com Uzerz

[ za4z8z userl eric.kelce@confirmit.com Userl

0 of 50 selactad.

All a b c d ) f g h i i k. rm n

Figure 32 Example of a User ID to be used when automatically assigning respondents to interviewers

4.2.3. How to Re-assign Respondents to Different Interviewers

If for any reason you must change the interviewer who is assigned to a particular respondent, proceed as follows:

Note: Any respondent data that has been collected by the first interviewer and that has been
synchronized with the server, will be transferred to the replacement interviewer when that interviewer
next synchronizes, thereby enabling him/her to continue postponed surveys. Data that has not been
synchronized when the first interviewer is reassigned will not be available to the new interviewer. During
later synchronizations, only data for respondents currently assigned to that interviewer will be
transferred. If arespondent is reassigned before collected data is synchronized, then that data will be
marked as deleted (soft-deleted) in the console. To retrieve this data, reassign the respondent to the
interviewer.

1. Gotothe CAPI/Kiosk > Sample Management menu command.

The survey list opens.

2. Select the survey you wish to work with, right-click on it and select Assign Respondents from the menu.

The Interviewer and Respondent lists open.

In the Respondents list, select the respondents you wish to re-assign to a different interviewer.
4. Inthe Interviewers list, select the interviewer to which you wish to assign those respondents.
In the Respondents list, click Assign.

A confirmation message appears.

6. Click OK to continue or Cancel to cancel the operation.

If you click OK, a warning message appears —

oIf any of the selected respondents have the status Completed, Screened or Quota Full, then these
respondents will not be re-assigned.

0 Any data that has been collected for the selected respondents, that has not yet been synchronized, will
not be transferred to the new interviewer. You are therefore advised to synchronize before reassigning
respondents.
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7. Click OK to continue or Cancel to cancel the operation.

If you click OK, the selected respondents are transferred to the new interviewer.

4.2.4. The Respondent Reassignment Log

This log displays details of respondent records that have been re-assigned from one interviewer to another, where
data exists on the original interviewer’s device. The supervisor can then make a decision on whether or not to re-
assign them back to the original interviewer. The log simplifies the process of recovering data from interviewers
who were previously assigned to an interview record but who have been removed.

Scenario's where this log may be useful include:

e The interviewer has records assigned but then is off sick and therefore records are centrally re-assigned
to another interviewer.

e The interviewer has records assigned but then has technical difficulties meaning that he/she cannot
synchronize and therefore records are centrally re-assigned to another interviewer.

e An interviewer has not synchronized for a long time and records have been re-assigned to another
interviewer.

e Any other scenario where an interviewer is unable to synchronize to the server.

The log includes filtering and sorting capabilities, and summarizes the previous and existing assigned Interviewer.
Supervisors can select records, either individually or in groups, and revert ownership back (by clicking on the "
button in the menu).

1. Go tothe CAPI/Kiosk > Sample Management menu command.

2. Select the survey you wish to see the log for.

3. On the Assign Respondents page, click View Respondent Reassignment Log.
4. Select the record(s) of interest and click Revert Ownership.

The reversion will take effect the next time the console is synchronized by the interviewer.

Important
This log does NOT allow for any merging data capabilities; there can still only be one record stored on the
server.

4.2.5. Quota Management in CAPI Surveys

In CAPI surveys with quotas, you can divide the number of respondents required for each quota, among the
interviewers who are assigned to this survey. This chapter only describes the CAPI-specific functions of quota
management. Refer to the Confirmit Authoring User Manual for more details.

When a survey is launched as a CAPI survey (see the Confirmit Authoring User Manual), a folder called Capi
Specific is added to the questionnaire in Professional Designer. The folder contains one single question
“capilnterviewerld” and a script node “record capilnterviewerld”.

Note: The single question “capilnterviewerld” must not be modified.

Taolbao: -

= ij Mewspaper Survey For CAPT (p0462330) A
= [ Capi Specific
E capilnkerviewerId - CAPT Interviewers (Single)
@ record capilnkerviewerId (Scriph)
=20
E il - 'Welcome (Info)
=20

IFAl A2 Alarem fomm

Figure 33 Example of CAPI-specific objects in the questionnaire
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These CAPI-specific objects set the CAPI Interviewer ID in the survey, and they can be used in for example quota
management to insert the interviewer identification into the quotas.

When you set up a quota, for example on Gender in our example (refer to the Confirmit Authoring User Manual
for information on how to set up quotas), you can also drag the “capilnterviewerld” question into the quota and
distribute the quota among the interviewers.

=l [ Quatas
=l gag quotal
E g6 - Gender (Single)

E ilnkersy

Figure 34 capilnterviewerID in a quota

C3

_— T -

Double-click on the quota or right-click and choose Edit to display the cells in grid format for each variable in the
guestion by each interviewer.

E Save Hide Counter Update Counters Upload Limits

Quota Grid

johnd saraj jamesh Total
o] o|| o] oo |
o] |o|| o] lojflo |
N o RN | O ot RN | R

Figure 35 Example of a quota distribution grid

The variables “Male” and “Female” are displayed as rows and the assigned interviewers as columns in the quota
grid, with cells for both “Male” and “Female” available.

H Save Hide Counter Update Counters Upload Limits

Quota Grid I Settings |

CAPI Interviewers

Gender johnd zaraj alexc jarneszh Total
Male |28 |o/j28 o |37 |o 37 |o |150 |
Female (38 |o/[38 o |37 |o 37 |o |1s0
E Paste
Tatal |76 | |7e | |7a B | |zo0 ! Distrbute
bl

Figure 36 Example of distributed quotas (1)
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You can fill in the quota limits in the Total column for each variable, then right-click and choose Distribute. The
number in the Total column will then be distributed evenly amongst the interviewers. If some interviewers are to
interview respondents for only one variable, for example only “Male”, you can change the quota limits manually.
The Total cells are updated automatically.

Save Hide Counter Update Counters Upload Limits

Quota Grid | Setings

CAPI Interviewers

Gender johnd zaraj alexc jarmeszh Total
Male a8 o (38 0|37 o327 0| {150
Fernale |0 o |0 o |73 o |73 0 (150
Total a8 28 11z 112 200

Figure 37 Example of distributed quotas (2)

When an interviewer has filled up the quota, an email is sent to the address entered in the quota Settings.
Information about the quota and the Capilnterviewerld will be included in the email.

Respondents who are registered with status Quota full will be displayed in the Survey homepage/information
page.

Refer to the Confirmit Authoring User Manual for more details on Quotas and Quota Management.

4.3. Synchronization Status
CAPI supports the following synchronization tasks when the interviewer console is connected to the Internet:

e New or updated surveys are downloaded to the interviewer console, including any graphics and
multimedia elements that are included in the survey in Confirmit.

e Personal quotas and Samples are downloaded to the interviewer consoles.
e Response data is uploaded from the console to the central servers.
e The supervisor and the interviewer workforce can communicate through the unique messaging system.

¢ New Interviewer Console versions and applications are automatically downloaded to and installed in the
interviewer PCs.

e Files are transferred to/from the file library.

Note: All data flowing between interviewer consoles and the centralized server is encrypted.

When you have assigned surveys to interviewers, and the surveys are live, every time you make a change in a
survey and re-launch it the interviewers will need to download the new version of the surveys during
synchronization. The same applies to response data; as the interviewers collect data and send it to Confirmit, the
CAPI supervisor may need to track how many complete or incomplete responses each interviewer has gathered
and transferred.

1. Goto CAPI/Kiosk > Synchronization Status. The Synchronization Status page opens.
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'_}Home * End Users = |[CAPI =~ |Project Managernent ~ Designer ™ Translation = Respondents * Reporting - |User: Doe, John | l
El Interviewer Management _.3{ Sample Management ﬁ Synchronization Status Meszaging System =
,'e-\' Search 13 Show Status | |,.e Search |
Suruey ID Survey Marme Statusz Sync z Interviewer Last Symc Tirme Cormpletes Incornplates Conzole
All A Al hd

O p01029s87 Follow-up ... Assigned (4] E

() poDE4342 TV Channe... Assianed (3) 5

() pO0E1S72  Main Test... Unassigned (5%

Figure 38 Example of the Synchronization Status page

The frame on the left displays all surveys that have been launched as CAPI surveys and to which the CAPI
Supervisor has access. The list behaves in the same way as all lists in Confirmit: it is searchable, and you can
sort it in descending or ascending order by clicking on the column titles (Survey ID, Survey Name). The Sync
column will show for each survey whether or not synchronization is enabled.

4.3.1. How to Enable and Disable Synchronization

By default, all CAPI surveys have Synchronization disabled. This means that the user or administrator must
enable synchronization before the interviewer console can be synchronized with Confirmit.

There are two routes to enable and disable synchronization:
Either -

1. Gotothe CAPI/Kiosk > Interviewer Management menu command. The Interviewer Management page
opens.

Or—

2. Goto the CAPI/Kiosk Synchronization Status menu command. The Synchronization Status page
opens.

In either page, click on the icon in the Sync column to toggle the status, then confirm the action.

atus Sunc z
w all
signed (2) { Enabled
u 1
stus Sunc z
w | | Al
signed (3] ( Disabled

Figure 39 Enabling and disabling synchronization

When an interviewer synchronizes a console, any new surveys to which they have been assigned will be
downloaded from the server and existing surveys will be updated, and any surveys from which they have been
removed will be removed from the console.

4.3.2. The Synchronization Frame

The Synchronization Status frame is by default empty. To show the synchronization details of a survey:

1. Inthe Synchronization Status page, click on the radio button for the survey you wish to see the status for.
2. Click Show Status.

All interviewers who are assigned to this survey will be displayed in the Synchronization Status frame. The
list shows the following information for each interviewer:
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e The last time the interviewer synchronized his/her console with the centralized server (Last Sync. Time).
e The number of Completes and Incompletes that the interviewer has transferred to the centralized server.

e The Console column shows information about the console that the interviewer is using, for example to
which Company on the centralized Confirmit server the user is attached, and if the user is online or offline.

e The Version column shows which survey version the interviewer has on the console.

e The Status column shows the survey version status. There are four statuses:
oGreen bulb — Latest version. Indicates that the survey currently in the console is the latest version.
oYellow bulb — Old version. Indicates that the survey currently in the console is an old version.
oRed bulb —No survey. Indicates that the interviewer has not yet downloaded the survey.
oUnknown version — Indicates that the survey currently in the console is an unknown version.

The illustration below shows that as yet no responses have been transferred to this survey.

,;- ! Search

Interviewer Last Sync. Timne Completes Incompletes Console Wersion Status z
EETIAM
272dcdef-0238-
alesxe _ _ _ WY asfe-beiz- 2 *
b44esbbsfene
jamesh _ _ _ _ _ @
. UzerGuide 3
johnd - - - q Carnapny Lid, 1 e H"'j
. UzerGuide 3
sard] - - - -'H Carnapny Lid, 1 e H"'j
Figure 40 Example of the Synchronization Status page for a survey
,.: Search ﬁ Show Status | |,.: Search
Surwey ID Surwey M... | Status Sync e Interviewer Last Sync Time  Cornpletes Incormpletes Console Wersion | Stat
All All h All
- i = UserGuide _
) po1029... Follow-... Assigne.. johnd 13?;?20;\4 @ o e‘ Comapny Ltd, 10 "]
(%) pO0&43... TV Cha... Assigne... o 1

272dcdef-
0238-48fe-

- - - bsiz-
ba44esbbSfa0e

UserGuide
: 9427/ 2005 3
saraj 534194 PH @ ﬁ fomapny Ltd. 10 \._)

Figure 41 Synchronization Status with responses

() pO0ELS.. Main T.. Unassi.. G55 ticha

The example above shows that “saraj” has gathered and transferred 18 Completes and 2 Incompletes, while
“‘johnd” has gathered and transferred only 1 Complete. “richg” has an old version of the survey.

4.3.3. Partially Collected Data

In environments where CAPI consoles may be shared by users throughout the project lifetime, where the same
respondent may be downloaded to several devices throughout the respondent’s lifetime, or where multimodal
data capture is performed, there may arise instances of "partial data synchronization" ("partial data" being
interviews that are not yet completed - typically interviews with the status "incomplete"). CAPI/Kiosk Console
behavior regarding partially collected data is as follows:

1. Postponed or partially completed data will be sent from the Confirmit environment to the CAPI/Kiosk
console upon synchronization, unless the data is unchanged since it was last delivered to the console.

2. If a CAPI respondent re-assignment is performed, partial data on the server will be (re-)sent to the console
irrespective of whether the data has been previously been sent.

3. If aconsole has data pending synchronization and the CAPI/Kiosk interviewer is assigned to this
respondent, the data will be synchronized to the Confirmit environment and will overwrite any data
currently stored for this respondent.
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4. |If partial data exists on the console for a respondent and data is delivered from the Confirmit environment,
the delivered data will overwrite the console data for this respondent.

5. If arespondent exists on the console but there is no data collected on the console, data delivered from the
Confirmit environment will overwrite the console data for this respondent.

6. The description field for an interview is always based on the local (console) data and is not updated when

the data is overridden.

4.3.4. Effects of Deleting Data

If CAPI response data has been synchronized to the server and that data is later deleted from the server, when
the console is re-synchronized the following rules apply:

Action on Server

Result on Console after re-synchronization

Response data is deleted

- Respondents whose responses have been deleted are changed to
NotStarted status and their response files in the console are deleted.

- This applies to respondents with the Source=Server or
Source=Console.

- All quotas for the affected project are recalculated.

Respondents are deleted

- If the respondents have the status NotStarted, they are hard-
deleted (they are removed from the cache and the files are deleted).
If they have another status they are soft-deleted.

- Quotas for the affected project are not recalculated.

Both data and respondents are deleted

- If the respondents have the status NotStarted, they are hard-
deleted (they are removed from the cache and the files are deleted).
If they have another status they are soft-deleted.

- The response files are deleted.

- You must manually Recalculate All to recalculate the Quotas for
the affected project.

4.4. The Messaging System

CAPI has a fully integrated messaging system that allows CAPI Supervisors to communicate with the interviewer
workforce. In general, the messaging system functions in the same way as most email systems.

| Note: Messaging is not supported on the CAPI app.

1. Go to the CAPI/Kiosk > Messaging System command to open the Messaging System page.
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Messaging System

send and receive message to /from interviewars

Confirmit.

everywhere

‘;;,Home ~ End Users ~ [CAPIfKiosk =~ |Data Processing = Projeck Management ~ [Designer ~ Respondents ~ Repaorting = ~ |User: Apple, Adam

&) Interviewer Managernant y’ Sample Management ﬁ Synchronization Status | Messaging Systern Productivity Stats Upload Intsrviewer Assignrments Download CAPI Console =

4 search (] Craate Massage |8 Reply| X Delete

From Subject Received 2

Toolbo:x ~

%) Folders
= g Global Messages
=)

|C5) Sent Items | | | [= = =
| Deleted Items A
|5 Drafts
=] @ p31479299 - Car Survey for CAPL
£ Inbox
| Sent Items C
| Deleted Items
|5 Drafts
= @ p27152732 - Confirmit User Project

IC3) Inbox
| Sent Items
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* &) Quick Search for Contacts

;i
D gearch  Contact by Create Message

[ tnterviewer Group &

— T
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[ Interviewsrt

0 of 4 selected, 0 of 0 zelected, Page 1

Projecks Car Survey far CAPI (p32800353) L | English + | Database | Production v” European Site | @ 2000 Confirmit

Figure 42 Example of the Messaging System page

The column to the left is the Toolbox. This contains the Folders hierarchy and the Quick Search for Contacts
toolbox. You can show or hide both of these items by right-clicking in the Toolbox header and selecting or
deselecting the items as appropriate. To expand and collapse the items whilst keeping the headers visible in the
toolbox, click on the headers.

Area A is the Folders hierarchy.

This contains main folders for Global Messages and each of the CAPI surveys to which the supervisor has
access. Global Messages are any messages that are not specific to one particular survey. Each main
folder contains an Inbox, Sent Items, Deleted Items and Drafts sub-folders. Click the +/- icons to the left of
the folder names to expand or collapse the folders as required.

To open a folder, double-click on the icon in the hierarchy. When you open a folder, the area to the right
displays a list of any messages contained in that folder.

In the example above, the supervisor has opened an Inbox folder for one of the surveys.
Area B is the Quick Search for Contacts toolbox.

This lists the interviewers (or groups) who are assigned to the survey that is selected in the Folders
hierarchy. If the Global Messages folder is selected, all interviewers are listed.

Area C is the message list.
Double-click on a main or sub folder in the Folders hierarchy to show any messages contained in that
folder. You can search and sort this list as desired to find any required messages.

4.4.1. How to Create a New Message/email

1. Inthe Quick Search for Contacts toolbox, click in the checkbox for the interviewer or interviewers to whom
you wish to send a message.

To select all the interviewers in the list, click the checkbox at the top of the column under the Search
button. You can also select the recipients later (see Selecting and Changing Email Recipients on page 35
for more information)

2. Click Create Message.

The Create Message frame opens towards the right of the window.
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Save [=+ send % Cloze

From Manual, User
To DAII Interviewers on survey p0462330
Interviewarl Selecdt...
Duestion ot
Subject
Content

Hi Interviewarl

I hope the survey is proceeding as planned. I have allocated sorme additional respondents to vou so please
include theze, Any problems, pleaze call.

Regards
Manager

Figure 43 Example of the Create New Message page

If no specific interviewers are selected, the text “All Interviewers” (if Global Messages is selected in the
Folders hierarchy) or “All Interviewers on survey pXXXXXXXX” (if a specific survey is selected) will be
displayed next to the To check-box.

3. Check the To checkbox to confirm the suggested recipients or make other selections (see Selecting and
Changing Email Recipients on page 35 for more information).

4. Compose the email that is to be sent to the selected interviewers.
On completion, click Send to send the email.

If you create the message in a survey-specific folder, a Question field is displayed on the message form.
If the message to the interviewers concerns a specific question in the survey, you can select the question
from a drop-down menu in this field such that it is highlighted on the message form.

When you enter the Content field, the WYSIWYG HTML mode toolbar is activated and you can format
your text using the toolbar buttons and drop-down menus. You can switch between WYSIWYG HTML
mode and Plain Text mode when composing the email message.

4.4.2. How to Reply to a Message

1. Toreply to a received message, select the message and click Reply.

2. Compose the message, then click Send.

4.4.3. How to Delete a Message
Find the message you wish to delete and select it.
1. Click Delete.

The message is moved to the Deleted Items folder for the appropriate project. To delete the message
permanently:

2. Goto the Deleted ltems folder and delete it from there.

Note: Any items that you delete will be moved to the Deleted Iltems sub-folder, either in the Global
Messages folder or a survey folder depending on where the message was located before deletion. These
items can be undeleted and returned to the sub-folder from which they were deleted. If you delete a
message in the Deleted Items sub-folder, it is deleted permanently and cannot be recovered.

4.4.4. Selecting and Changing Email Recipients
If you do not select the option offered in the To field, the Select button will be active.
1. Click Select.

The Select Contacts pop-up window opens. This window displays all interviewers for the active survey, or
all interviewers if the Global Messages folder is active.
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Figure 44 Example of the Contacts pop-up

2. Inthe Available contacts list, select the interviewers.
3. Click the >> button to move them to the Selected contacts list.

If the Available contacts list is extensive, you can search and sort the list as necessary to find the required
contacts.

4. On completion, click OK to add the selected interviewers to the list.

4.4.5. Additional Functionality

In the Quick Search for Contacts frame, you can search for interviewers in the Interviewer column, and this
column can be sorted alphabetically. You can put interviewers into groups based on, for example, the area where
they will be performing the interviews. You can then search for interviewers by groups in the Group drop-down. All
groups that have been created in the interviewers’ End User List will be displayed here (see Requirements Prior
to Commencing Installation/Setup on page 4 for more information)

4.5. Productivity Stats

The CAPI/Kiosk interface includes interviewer productivity reporting. The report provides built-in productivity
reporting statistics for surveys launched after the C12.5 launch date.

Note: No interview productivity data will be available for surveys launched before this date, nor will
interview data be included in the report until the survey is launched after the C12.5 upgrade.

The data presented within this report is available without the need to make any changes to the questionnaire
itself, and it does not rely on any specific questions within the questionnaire.

The productivity reporting is available from the CAPI/Kiosk menu and can be launched in one of two modes:

e Company-wide (across multiple surveys)
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e Survey-specific

The report in both cases is essentially the same, however loading the report company-wide allows you to select
the desired survey in addition to the other selection criteria.

4.5.1. The Company-wide Report
To load the company-wide report:

1. Gotothe CAPI/Kiosk > Productivity Stats menu command.

The Productivity Stats selection page opens as shown below.

; Swnchronization Status Messaging Systermn | Productivity Stats Upload Interviewer Assignmer
Dates range This year w Status Seled...
Build report
Surveys Selact... Users Selact..

Figure 45 The Productivity Report selection page

2. Click on the various fields to open drop-down lists of the options available, then click in the appropriate
check-boxes to make the required selections of dates, surveys, status and users. For each selection box,
click OK.

Figure 46 Example of selecting the survey

3. On completion, click Build Report.

The resulting report is displayed as shown in the example below.

nnnnn woe  [rvew = Status

Surveys Selact Users select

Produc tivity stats
21/03/2008 11.39:28

Figure 47 Example of a productivity report

4.5.2. The Survey-specific Report
To load the survey-specific report:

1. Go tothe CAPI/Kiosk > Interviewer management or Sample management menu command.

2. Select the required project.
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3. Click the Productivity stats button.

The Productivity Stats page opens as shown below.

Dates range This year b Status Select..,
Build repart
Users Selack.,
W 3 1/1 )
Productivity stats
16/05/2008 13:00:16
Start date: 01/01/2008
End date: 31/12/2008
Status: All
Users: All
Surveys: p0575011
Survey:
User Username Interview Total Interviewing Average Status
number count count time time
- u] u] 00:00 0a:00
u] 00:00 0a:00
Average for survey: 0.00 00z 00
Sum for survey: o 0o:00

Figure 48 Example of the Productivity Stats page

4. Click on the various fields to open drop-down lists of the options available, then click in the appropriate
check-boxes to make the required selections of dates, status and users.

5.  On completion, click Build Report.

The report is presented as for the company-wide report.

4.5.3. The Report Information

The report presents the following information:

e Header information:
o Date and time the report was run (localized to supervisor PC where browser is running).
o Start date: The selected date that the report is applicable from.
o End date: The selected date that the report is applicable to.
o Status: All selected statuses (Complete, screened, Quota fail, Error, Incomplete).
o Users: A comma-separated list of users selected or 'All' as appropriate.
o Surveys: A comma-separated list of surveys selected or 'All' as appropriate.
e Report data:
o Survey: The name of the survey.
o Username: The interviewer login name.
o Interview count: Total count of interviews completed by this interviewer in the selected statuses.
o Total count: Total number of interviewers completed by this interviewer in all statuses.
o Interviewing time: mm:ss spent interviewing for that row.
o Average time: Interviewing time / Interview count for this row.

o Status: The status this row's data refers to, there will be one row per status, per interviewer that has a
non zero count.

o Below the list of all users that have worked on the selected survey(s) is:

o Average for survey: Total count / Number of interviewers in the list.
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o Sum for survey: Total count of interviews worked on for this survey.

At the top of the report is a toolbar. This allows the viewer to select a specific page in the report, go to the
start/end page or jump to a specific page.

The report can be exported to any of the following formats:
e Crystal reports
e Adobe Acrobat
e MS Word
e MS Excel
¢ Rich Text Format

In addition, you can generate a printer-friendly version of the report such that it can be printed out.

Note: This report relies on the synchronization of productivity data. If any issues arise whilst the date is
being synchronized, then a message will be displayed to the CAPI Supervisor during assignment and
launching operations. If this should occur, a user with SYSTEM_CAPI_ADMINISTRATE permission is able
to synchronize the unsynchronized data.

For On-Premise customers this requires additional hardware and SQL configuration. Contact Support for
further details.

4.6. Uploading Interviewer Assignments

In the event you have a large field force, where a large number of assignments need to be made on a regular
basis, this function enables you to upload the assignments from a tab-delimited text file.

The data file must contain the headings interviewer and projectid. ‘interviewer’ refers to the ‘username’ field
from the CAPI end user list, while the ‘projectid’ refers to the Confirmit project number. All texts are case-
sensitive.

Note: The columns in the file to be uploaded MUST be in the order: interviewer, projectid.

1. Gotothe CAPI/Kiosk > Upload Interviewer Assignments menu command.

The Upload Settings dialog appears.

File to upload | |(Browse... ] i@

Add Assignments O]

Remowve Assignments O

File encoding | ANSI w
Start time | ASAP v|
Cancel || || || Finish |

Figure 49 The Upload Settings dialog

2. Browse to and select the file you wish to upload.

3. Select whether you wish to add or remove assignments.
4. Select the type of encoding used for the file.

5. Select the start time and any required recurrence.

6. Click Finish.

The task will be performed as selected and at the time selected.
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4.7. Downloading the CAPI Console

The CAPI/Kiosk > Download CAPI Console menu command enables you to send via email a URL from where
the CAPI Console application can be downloaded (see Downloading the CAPI Console Installation Files on page
9 for more information). Select the menu command to open the dialog below.

= | Lo |

Download CAPI Console

https: f fauthor.testlab.firmglobal.net/ capif publish.htm Copy to clipboard

Email recipient documentation@confirmit.com

Email download URL Cancel

Figure 50 The Download CAPI Console dialog

To send the URL to the designated email address, click OK. You can also copy the URL to your clipboard and
thereafter paste it into another document as required.

4.8. Admin

This menu contains the functionality that is only accessible to the CAPI Administrator. These functions are
described in the following sections.
4.8.1. Console Management

If a Confirmit user has the system_capi_administrate permission, the user will also have access to the Console
Management functionality. This will normally be the same user who can generate the CAPI Activation files /
codes.

This module for CAPI/Kiosk administrators provides an overview of all company consoles, their status (activated
or deactivated), the ability to deactivate consoles not being used, and with the option of recording and listing
relevant information on the consoles (CAPI version, operating system, owner information, contact information).

1. Go tothe CAPI/Kiosk > Admin > Console Management menu command to open the Console
Management page.

2. The latest console and Android versions are given at the top of the page.

3. Use the View Mode drop-down to select Console Information or Synchronization Schedule.

| Note: The ability to schedule synchronization is not supported by the CAPI app.

Console Management -
Activated Consoles for User Guide Company - Latest console version: 15.0.4838.0, Android: 18.5.126.0 e Confirmit.
i Home * Admin * End Users ~ ]m‘ cATI ~ | Data Processing - - | user: Apple Admin, Adam | Log OFF
& i i Sample & ization Status | ing System Productivity Stats Upload Interviewer Assignments Download CAPI Console/App Admin * -Q
) Search . Reset view Mode| Console Info | Deactivate Activated CADT Windows: 4, Android: 0, Remaining CAPI licenses: 16

Made ofs ©/S Version Status Description Owner Owner's Email Owviner’s Phone 2

A v [~ | [an v | J | | [ | |

uide Compa... 1.2.2.1 cAPT Windows o] Interviewerl documentation@ce... 12345678

uide Compa... 1.2.59.10 cAPT Windows

ks
uide Compa... 1.7.0.3 cApI Windows o] Console for docume... Adam Apple documentation@co... +47 12345678

de Compa... 15.0.4838.0 cApI Windows caucasian, 1.93m, ... Nigelb nigel.bennett@conf... 21502533

Figure 51 Example of the Activated Consoles page
This page lists all CAPI/Kiosk consoles that are activated for the company. All columns are searchable and
sortable.

e Console name - the name of the console.
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e Version — information about which CAPI/Kiosk version is installed on the console.

¢ Mode — whether the console is in CAPI or Kiosk mode.

e OJ/S - indicates the operating system in use for that console or device.

e Status — whether the console has the most recent version of CAPI installed or an older version.
e Description, Owner, Owner’s Email, Owner’s Phone — fields for additional information.

The number of activated licenses listed by operating system, and the number of available licenses remaining, are
displayed at the right end of the page toolbar.

4.8.1.1. How to Edit the Console Details

You can enter the details of each console, for example its name or registration number, the name of the
owner/current user, the CAPI version installed etc. into the system.

1. Inthe Activated Consoles list, select a console, right-click on it, then choose the Console Details option
from the menu.

Activated Consoles - Lastest console wersion: 1.3.2.1

_p Search  View mode | Conzale Info V| Deactivate
Console name YWarsion Mode Statusz
| | Al v All v|
IE} User Guide Company 1 1.3.2.1 | i | @
Console Details |
User Guide Company 2 1.3.92.10 )
{:} pany x eactivate L4
Figure 52 Opening the Console Details frame
A new frame opens towards the right side of the window.
|p Search . Reset | view Mode Console Info | Deactivate  Activated CAPI Windaws: 4, Android: 0, ining CAPT |icene| [ save Cancel |
Console n... | Version Mode ofs OfS Versi... Status Descriptio... Owner Qwner's E...| Owner's P... z
| | [ V] [an | | [ | [ | [ 11 | | Name User Guide Company 1 \
(@) User Guid... 1.3.2.1 CAPT Windows »l Interviewer! document... 12345678 Description
() User Guid... 1.3.59.10  CAPI Windows W
() User Guid... 1.7.0.3 CAPI windows ¥ Console f... Adam Apple document... +47 1234...
() User Guid... 15.0.4828.0 CAPI Windows *] caucasian.. Migslb nigel.ben... 21502533 Owner [interviewert

Owner's email  |documentation@confirmit.com

CAPI version [EER

|
|
Owner's phone no. [12245678 |
|
|

Operating System | Windows

Figure 53 Example of the Console Details frame

2. Enter the console details and other information as required.
3. On completion, click Save to save the information.

When you click Save, the information is displayed in the various fields as appropriate in the Activated
Consoles frame.

4.8.1.2. How to Deactivate a Console

In the Activated Consoles list, select the console you wish to deactivate, right-click on it and select Deactivate
from the menu.

The selected interviewer console is deactivated and the interviewer will not be able to log on to the console. A
license is freed, allowing a different console to be activated if required (see Installing and Activating CAPI/Kiosk
on Interviewer Stations on page 4 for more information).
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4.8.1.3. View Mode > Synchronization Schedule

Use Synchronization Schedule to preset the times the consoles are to synchronize with the central server. The
synchronization schedule for a console can be defined from the server or locally on the console.

Note: The ability to schedule synchronization is not supported by the CAPI app.

1. Gotothe View mode drop-down and select the Synchronization Schedule option.

The Synchronization Schedule page opens.

“wHome v End Users = |CAPIfKiosk =

El Interviewer Management g Sample Management :E Console Management E Synchronization Status gl Meszzaging System @ Consaole Activs

I:‘ Console name quency Start time End time Mext Sync Statusz
| | [an =] ETI (- = |- =] - =l LAl |

[] FIRM as 1 CAPI - - - e
[] FIrM as 10 Kiosk - - - -

[] FIRM A 11 CAPI - - - -

[J FIRM As 12 CAPI - - - -

[] FIrM as 14 CAPI - - = .

[] FIRM as 15 CAPI Every 1 hour 02,05,2006 00:00,,, 10,05,2006 02,05,2006 19:00,.,
[] FIrM a5 2 CAPT Every 1 hour 26.04,2006 00:30,., 26.04.2006 26.04,2006 15:00.., &
|:| FIRM AS 2 Kiosk Every 1 hour 26,04, 2006 00:00.., - =
[] FIRM as 4 CAPI Every 1 hour 26,04,2006 00:00.., - 25.04,2006 18:00,.,
[J FIRm a5 5 CHPI - - - -

[] Firm as 7 CAPI - - - -

[ FIrRM As & CAPI - - - -

] FIRM a5 9 CHPI - - - -

Figure 54 Example of the Synchronization Schedule page

2. Click on the appropriate boxes in the left column to select the console or consoles for which the
synchronization schedule is to be defined.

3. Click the Set Sync Schedule button.

The Synchronization Schedule dialog box opens.
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Save Cancel

Enable Schedule

Schedule Type @
Hourly

OD_;”.,.
O Weakly
DM-:-nthh,-

Range of schedule Start by: |12:00 | AM v | 0z.05.2008 [ 2

Spread |13 rminlzs]

End by: 1 D

Hourly Schedule Every (4 haur(s]

D.&pply this change for all consaoles on the list,

Figure 55 Synchronization Schedule settings

Use this dialog box to define when synchronization is to be performed.

e Schedule Type — selectHourly, Daily, Weekly, or Monthly. The other options available depend on the
Schedule Type selected.

e Start by and End by - define when the synchronization operation is to start and end. Depending on the
Schedule Type selected, you can also define how often synchronization is to run, for example every 4
hours, every 3 days etc.

e Spread - use to define when the next console in line is to start synchronizing. The setting shown above
indicates the next synchronization operation is to start 15 minutes after the previous one.

e Apply this change to all consoles on the list — on saving, the new schedule will be applied to all
consoles listed in the Activated Consoles list, including those that were not selected.

The Synchronization Schedule can also be modified on the individual CAPI/Kiosk Consoles (see Console Settings
on page 65 for more information).

4.8.2. Console Activation

This menu command opens the CAPI/Kiosk Activation page for sending activation files to the console
administrators (see The Activation Files for Windows on page 6 for more information).

4.8.3. Synchronization Log

On this page, you can view a log of the console synchronization operations that have been performed for the
various consoles in your company. The log shows details such as console name, interviewer name, the
synchronization start time, the duration of the synchronization task, the number of responses transferred, status of
the synchronization etc.

Note: You must have System_Administrate or System_Capi_Administrate permission to access this
menu command.

Note: The Synchronization Log page will only show synchronizations that are performed in Confirmit v.11
or later.

1. Login to Confirmit.
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2. Gotothe CAPI/Kiosk > Admin > Synchronization Log menu command.

The CAPI Console Synchronization Log page opens. This page shows all the synchronization operations
performed for your company.

Console Management
Activated Consoles for User Guide Company - Latest console version: 15.0.4838.0, Android: 18.5.126.0

, Home ~ Admin * End Users ~ CATI * Data Processing =
’Emviweruanagmenqa?&mple { Synchronizati suh.s|E i Mm|ﬁcdncﬁﬁw9hb|whad

c‘.: Confirmit.

Synchronization Log for User Guide Company

) search (7 Resat Pariod From | [ o [# synchronization Mode [All | [ Export

Consale name Interviewer Sync. Start Time Duration (min:sec) Projects Completed Responses Status (=]
| | | | E~ T ]I | [= v | [a ]

User Guide Company 4 belindab 20,05.2015 09:03:46 0:11 1] Success

User Guide Company 4 adama 20.05.2015 09:03:19 0:27 o Success

User Guide Company 4 adama 19.05.2015 14:22:48 o Success

User Guide Company 4 adama 19.05.2015 14:12:14 0:28 o Success

User Guide Company 4 belindab 19.05.2015 14:08:20 2124 o Success

User Guide Company 4 adama 19.05.2015 12:59:05 o Success

User Guide Company 4 adama 19.05.2015 12:58:53 0:01 a Success

User Guide Company 4 adama 19.05.2015 12:20:26 1] Success

User Guide Company 4 adama 13.05.2015 12:04:33 o Success

User Guide Company 4 adama 19.05.2015 11:02:52 1] Fail

User Guide Company 3 12.02.200% 12:12:25 0:25 o Success

User Guide Company 3 12.02.2009 12:09:57 0:4% 0 Success

Page 1

|Eum‘©2015€nllﬁnlil

Figure 56 Example of a Console Synchronization Log page

e “Project ID - pxxxxxx” will be displayed in the Projects column when responses have been synchronized
over to the server.

e If the list is extensive or you are looking for particular details, you can filter the list by entering dates into
one or both of the date filter fields. You can also specify whether you wish to view all synchronization
tasks, only those tasks that were initiated automatically, or only those that were initiated manually.

e You can export the list via email (see How to Export the Synchronization Log on page 44 for more
information).

4.8.3.1. How to Export the Synchronization Log
To export the list via email:

1. Onthe CAPI Console Synchronization Log page, click Export.

The Export CAPI Console Synchronization Log overlay opens.

Export CAPI Console Synchronization Log

(L] The export will contains a maximum of S0000 entries.

Email recipient |dncumentatiun@1:unﬂrmit.cum

From I
o —

| Export synchronization leg | Cancel

Figure 57 The Export CAPI Console Synchronization Log overlay
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2. Asrequired, edit the email address to which the log is to be sent. The default address is that of the
currently logged on user - you.

If you wish to export only a subset of the logged items, set the date filters as required.

4. Click Export synchronization log.
The log is downloaded as a zipped, tab-delimited .txt file, and the file is attached to an email and sent to
the specified address.

4.8.4. Console Admin Setup

Only the CAPI Administrator has access to this feature and is allowed to set up the console administration.

The CAPI Administrator must allocate the Console Administrator permission to a specific user for the company
(see How to Create a Console Administrator Account on page 45 for more information).

The Console Administrator can then log on to any console attached to the user’'s company. A user logged on to a
console as the Console Administrator has permission to manage interviewers, can view the detail per survey, and
the interviewer’s synchronization status. The administrator can pre-synchronize or synchronize surveys for one or
more selected interviewers, and view other details, such as: # Complete, # Postpone, # Complete Synchronized
and quota information, of survey synchronizations for individual interviewers.

4.8.4.1. How to Create a Console Administrator Account

1. Login to Confirmit with the SYSTEM_CAPI_ADMINISTRATE account.

This is the Administrator permission held by the person who installed and set up the console (see
Downloading the CAPI Console Installation Files on page 9 for more information).

2. Goto the CAPI/Kiosk > Admin > Console Admin Setup menu command.

The Console Admin Setup dialog appears.

User Mame (usernarme

Password [ssssssss

Confirmu Password (+sssssss

Save

Figure 58 The Console Admin Setup dialog

Type in a User Name and Password, and confirm the password, for the new console administrator.
4. Click Save.

A message appears confirming creation of the administrator account. A user logging on to a console,
which has been synchronized after the console administrator was set up, with this user-name and
password, will now have Console Administrator permission.

Note: This administrator account is valid for all consoles activated for the same company.

4.8.4.2. Logging on as an Administrator

If you log onto the console as the Administrator, then the window looks as shown below.
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Interviewer Conscle = | & PG
Tools Wiew Help
8= w— B .
B= B = ) I ooy ff .
T = " — s i} IJLIL\/ L]
Synchronize Now Expand All CollapseAll Search | Import Export Log Out
Interviewer Last Login Last Sync. Surveys #Completed #Postponed
4 m 3
Ready Console name: User Guide Company 4 User name: AdamApple ‘You are online Q

Figure 59 Example of the console window for an Administrator

Each interviewer registered in the console is listed. Functions available in the window are as follows:

Interviewer survey details — click on an interviewer to see the survey details for that interviewer. The
details include the interviewer's name, the last time the interviewer logged in, when they last
synchronized, the surveys they are assigned to, the number of completed and postponed interviews. To
expand/collapse the information for all interviewers, click the Expand All/Collapse All buttons on the
toolbar.

Quota information — click on a survey’s Quota Information View link to open a pop up with the survey’s
quota information.

Search for interviewers — to find a particular interviewer, click the Search button. The Search menu
appears. Enter search criteria into the desired fields and click Search to search for the information.

Select interviewers — using standard Windows techniques, click the > icons in the left column to select
the required interviewers in the list, then click Synchronize Now to synchronize the selected interviewers.
The synchronization log and progress pane appears.

Import and export — enable an administrator to transfer all the interviewer and respondent data from one
console to another in the event of for example a hardware malfunction. See the next section for details.

4.8.4.3. Export / Import

These functions enable an administrator to transfer all the interviewer and respondent data from one console to
another. This is intended for use in the event of for example a hardware malfunction. Export gathers together all
the data in the console into one file, and places that file in a specified location. Import then imports that file into
another console. All the data in the console is exported/imported — you cannot select the data from just specified
interviewers or respondents.

Note: The Import function will overwrite all the data currently on the receiving console, with the data from
the imported file.

1.

In the “old” console, click Export.

The Export Data dialog opens.

Specify the folder and file name for the export file.

Click Save.
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All the interviewer and respondent data in the console is gathered into one file and exported as specified.

4. Inthe “new” console, click Import.
The Import Data dialog opens.
5. Click Browse to open a standard Windows file selection dialog.

6. Find and select the file you wish to import, then click Open to input the file path and name into the File to
Import field.

7. Click Import to import the file.

Note: All data currently in the receiving console will be deleted and replaced by the data in the imported
file.

4.8.5. Default Respondent Data Columns

This functionality enables supervisors to specify a default list of respondent information columns that are to be
displayed in the CAPI consoles under View Respondents (see Changing the Information Columns on page 58 for
more information). This is a company-wide default list that will apply for all projects; however the company default
setting can be overridden for individual projects and consoles as required.

Note: If the company-wide default settings are overridden for an individual project, then any later changes
to the default settings will not be applied to that project.

In the event no information columns are specified in either the company’s Default Respondent Columns page or
the projects Set Default CAPI Columns page, then after synchronization the Confirmit console will display the
“system default” columns. These are; ID, Interview Start Time, Interview End Time, Status, Description
Respondent Source and Deletion Status. The console will therefore never display a respondent list with no
information columns.

4.8.5.1. How to Set Up the Company Default

1. Go tothe CAPI/Kiosk > Default Respondent Columns menu command.

The Default Respondent Columns page opens. Here you can enter a list of columns that you wish to be
displayed as default in the company’s CAPI consoles.

Enter default columns separated by ;

Save

Figure 60 The Default Respondent Columns page

2. Type into the field the columns you wish to be displayed as default, separated by the ; character (see the
figure below for an example), and click Save.

3. While typing in the column names, the following points must be noted:

0 The column names are not case-sensitive.
o To specify the “Interview start time”, type in interview_start.

o To specify the “Interview end time”, type in interview_end.
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Default Respondent Columns

Enter default columns separated by ;

id;status;interview_start;respcol

Save

The specified columns have been successfully saved

Figure 61 Example of a list of default columns

The company default setting is now defined, and this will be exported to the individual CAPI consoles the next
time the consoles are synchronized. You can go into individual projects and override the company default setting
if required.

4.8.5.2. How to Change the Default for a Specific Project

1. Go tothe CAPI/Kiosk > Sample Management menu command.

2. Inthe Assign Respondents window, click on the radio button for the required survey to select it, then right-
click on the survey and select Set Default Columns from the menu.

The Set Default CAPI Columns for Project page opens.

Set Default CAPI Columns For Project pl770853

Available Selected
Capilnterviewsrld e
Deletion Status Status
Drescription interview_start
interview_end
LastUpdated

nofEmailsSent
Respondent Source
rowguid
sid

<
smtpcode -
smtpstatus
smtpStatusDate
smtpTaskld
tries
userid

Save

Figure 62 Example of the Set Default CAPI Columns for Project page

This page lists the available columns and those you have specified to appear as default (earlier in the
procedure). Note that if you have specified columns that do not exist in the survey, then those columns will
not appear in the Selected list.

If required, at any time you can override the default selection you have made, by adding or removing
columns from the default set. To do so:

3. Inthe Available list, using standard Windows techniques, select the column or columns you wish to
include as default.

4. Click the >> button to move them to the Selected list.
If you wish to remove columns from the Selected list, select them in this list and click the << button.

6. Click Save to save the changes.
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Note: If you change the default column setup for an individual project by going to the Set Default CAPI
Columns... page as described here, then that project will no longer be influenced by the setup in the
Default Respondent Column page. l.e. Any later changes to the Default Respondent Column page will not
be applied to this project.

The default column setup for the project is complete. The CAPI interviewer console(s) must now be synchronized
to reflect the changes (see How to Synchronize on page 52 for more information). Note that the console user (the
interviewer) can also change the setup on their console if required (see Changing the Information Columns on
page 58 for more information)

4.9. The File Library

The File Library is an area in Confirmit that is allocated to the users/interviewers, in which files can be stored. This
area can be used to transfer files to and from the interviewer consoles (see Files in CAPI Surveys on page 17 for
more information).

If files stored in the File Library are to be transferred to the consoles during synchronization, then the files must
stored as described later in this section. If a file is deleted from the File Library, then that file will also be deleted
from the consoles during the next synchronization.

Note: Each company is allocated its own File Library area, and a company’s File Library can be accessed
by all users within the company. This means that if there are several Confirmit authors in a company,
then all of them will have access to all files stored in the File Library by any of the other users. Confirmit
Company therefore strongly recommends that to simplify navigation and file location, each user creates
his/her own folder in the library, in which to store their files.

The supervisor can synchronize/transfer File Library files for a specific interviewer.

Note: During synchronization, the interviewer is checked to establish whether he/she is in the same
company as the survey, and if not, the capicommon and pxxx folders (if any) in the company file library
are downloaded to the console.

4.9.1. How to Transfer Files to a Specific Interviewer Console

| Note: You must have System_File_library_Access permission to transfer files.

1. Log on to Confirmit as the supervisor.
2. Gotothe Home > File Library menu command.

The File Library window opens.

2 Delete Rename Create Folder

|>< Delete Mowe Copy Upload...

[

=] §Userguide Company Lkd. File Marme Thurnbnails Size Uploaded Link

Mo items available

Figure 63 The File Library window

3. If necessary, create a new folder in the File Library for the interviewer, into which the files are to be
uploaded.
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4. Inthe Folders column, click Create Folder. A new folder is created under the company folder.
5. Name this folder CAPI + the interviewer ID, for example “CAPI|_adamapple”.
6. Click on the new folder to select it, and in the Root Folder column, click Upload.

The Upload Files pane opens in the lower part of the screen.

7. Browse to and select the files you wish to upload (note that you can upload up to five files at one time),
then click Upload Files.

The Files are copied into the selected folder.

8. Log on to the CAPI Console using the appropriate user name, and synchronize (see How to Synchronize
on page 52 for more information).

The files are transferred to the console on which the interviewer ID is installed.

After synchronizing the console, go to the appropriate folder in the console pc as follows:
Under Windows XP - C:\Documents and Settings\All Users\Application Data\Confirmit\web\isa
Under Windows Vista / Windows 7 - C:\ProgramData\Confirmit\web\isa

This folder will now contain a folder with the CAPI interviewer name. This folder will contain all the files that were
in the File Library at the time of synchronization, and these files are now accessible to the interviewer.

-50 -



Confirmit Confidential Confirmit Horizons 22 CAPI/Kiosk User & Administrator Guide

5. The Interviewer Console

The Interviewer Console is a Winform application in which the interviewer conducts the surveys, usually offline.
The application is usually installed on standard offline Tablet PCs or other Windows-based devices. It gives
access to Confirmit surveys that are deployed by a CAPI supervisor and assigned to an interviewer. It provides
full control of these surveys (start, stop, cancel and restart interviews), and access to the messaging system for
communication with the supervisors. The interviewer console offers a secure login-based interface and secure
and encrypted storage of response data. The current version of the CAPI Console application that is installed in
the console is shown in the Help > About menu.

Note: You can install the CAPI Console onto as many laptops as you wish. However the number of CAPI
Consoles that can be active at one time is restricted by the number of stations licensed. For example, if
your company has licensed 10 CAPI Consoles, and installs the CAPI Console onto 12 laptops, all 12
consoles can be used but only 10 consoles can be activated by the interviewers at one time. When the
11" interviewer attempts to log on to their Console, the interviewer will receive an error message stating
that the allowed number of licensed CAPI Consoles has been exceeded.

5.1. How to Enter the Console

1. Launch the console either from the Start menu or the desktop depending on where the link to the
application is stored.

e N e M 1 R e P e e

Windows Cakalog

Windows Update

Frograms Tii Zonfirmit; A Confirmit Consale

|_£;- Documents L4

J‘ Settings 4
Search [
Run...

Log Off nigelb. ..

IUndaock, Computer

Windows XP Professional

BES| 6 v

Shuk Down,,

E-rxBPp EFEsBEORB=SCS

Figure 64 Entering the Console

The console Login page opens.

Note: If you are online and if a new version of the console application is available on the centralized
server, the download process for the new version will start automatically. The system will ask you if you
would like to download the new version. When the application has been launched, you must log in.

2. Type your UserlD and Password into the appropriate fields and click Login.

The Interviewer Console window opens. If this is the first time you are logging in to the console, the screen
will display a message informing you that you do not have any assigned surveys.
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#® |nterviewer Console |Z| |E| g|

Tools  Yiew  Help

Messaging  Synchronize Mow  Log ouk

ou have no assigned surveys,

i

Ready Console name: User Guide Compa...  User name: Interviewerl You are anline

Figure 65 Example of the console window for an interviewer

The information bar across the bottom of the window displays the console name and to which company
the interviewer is attached, which user is currently logged on to the console(see Interviewer Lists on page
5 for more information), and whether or not you are online. If you are not online, the last time you were is
displayed.

5.2. How to Synchronize

1. Check that you are Online.
2. Click the Synchronize Now button in the upper right corner of the window.

The console starts the synchronization process towards the central server. The Synchronization Log
window opens, and any surveys that have been assigned to you and any messages that the CAPI
supervisors may have sent will be downloaded to your console.
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Synchronization Log

Time

Action

et

11/13/2006 09:17 &r
11/13/2006 09:17 AM
11/13/2006 09:17 AM
11{13/2006 02:17 AM
11/13/2006 09:17 &M
11/13/2006 09:17 &M
11/13/2006 09:17 &M
11/13/2006 09:17 AmM
11/13/2006 09:17 AmM
11/13/2006 09:17 AM
11/13/2006 09:17 AM

Synchronization started
Language file downloaded: languageinfo.bin
Language file downloaded: resourcetexts . bin
Synchronization started for;  inkerviewer Interviewerl
Z Messages downloaded For inkerviewer Inkerviewer 1
SurveyPackage downloaded For project pO462330
4 Respondents downloaded for project p0462330_Production, Inkerviews ..
Mew guotas version For project p0462330_Production
Quokas downloaded Far project p0462330_Produckion
Synchronization completed for: inkerviewer Interviewerl
Synchronization complete, Duration=00:00:24.0770837, Progress=100

Figure 66 Example of the Synchronization Log window

A progress bar is displayed in the left end of the Information bar. After synchronization, if you have any
new messages/emails, an icon indicating this is displayed towards the right end of the bar.

When synchronization is finished, any surveys that are assigned to you will be displayed in the console.
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# |nterviewer Console - [p32800353 - Car Survey for CAPI] Ml=1E3

Toals  Wiew Help

Q| s @t &

Back ko Survey Select Messaging  Synchronize Mow  Log Qo

Suryey ID A=| Survey Marne
03258003555 Car Survey For CAPT

i1l

Ready Cansaole name: User Guide Compa... User name: Inkerviewer 1 ‘fou are anling

Figure 67 After Synchronization

5.3. How to Select a Survey

When you have performed the synchronization, are offline and ready to conduct the interviews, you can select
and activate the appropriate survey.

To activate a survey, highlight the survey in the list and click Select (or press Ctrl+Shift+S on your keyboard), or
double-click on the Survey ID.

The Survey opens on the console and you are ready to go.

-54 -



Confirmit Confidential Confirmit Horizons 22 CAPI/Kiosk User & Administrator Guide

# |nterviewer Console - [p32800353 - Car Survey for CAPI] M=

Toals  Wiew Help
— | & & &
— i-‘ '_‘.Juﬁ
Change Survey  Miew Respondents  Mew Inkerview Messaging  Synchronize Mow  Log Out
Survey ID p32a00353 Survey Yersion a
Survey Marme Zar Survey For CAPT
Collected since last :
synchronization Total synchronized
Complete 1] 1]
Postponed 1] 1]
Cancelled 1] My A
Ready Console name: |ser Guide Compa...  User name: Interviewer 1 You are anling @

Figure 68 The Survey ready for use

5.4. Messaging

| Note: Messaging is not supported on the CAPI app.

Before you start to interview respondents, you may wish to check for new messages in case there are instructions
relating to the current interview.

1. Click the Messaging button.

The console’s messaging system opens.

 Interviewer Console - [p0462330 - Newspaper Survey for CAPI] _||E|r5__<|

Tools  Wiew  Help

Q| 1 & X XK S

. |
Back. Mew Message Reply Delete Synchronize Mow  Log Ouk
=-E5 From Subject Received &
: User Manual 11/13/2006 09:17 AM
WUser Manual 11/13/2006 09:17 AM
=] outho
L_'| Sent Ikems
-L# Drafts
@ Deleted Items From: User Manual Toi  Inkerviewerl;
Subject: 30
Hi Interviewmerl ~

I hope the survey is proceeding as planned. I have allacated some additional respondents to vou so please include these, Any
problems, please call,

Regards

{HEK |

Ready Console name: Userguide Compan... User name: Interviewerl You are online

Figure 69 Messages
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The messaging system in the console functions as most other basic email systems, with a folder hierarchy
in the left frame and messages listed to the right.

0 The Global Messages folder contains any messages that are sent to all interviewers from the CAPI
Supervisors Global Messages folder.

o Any survey-specific messages will be gathered in the Survey Inbox.

When you open a message, as in the example above, the top bar of the message frame displays the name of the
supervisor who sent the message, the subject of the message, to whom it was sent, which survey the message
concerns, and the question ID of the question the message concerns (if appropriate).

Note: You can only send messages to the CAPI supervisors. The message will be sent to all supervisors
of a survey.

B® New Message
Save Send
Fram; Inkterviewer One
To: Survey superyvisors 'p32s00353"

Question id:  [Mone]

Subject: |Spelling error

Hi.

Just naticed that there is a spelling errar in the Ger:EIer questian, This should be corrected in
case the survey is runas a Web survey as well,..|

Figure 70 Example of the New Message window

2. While you are writing a message, click Save periodically to save the message in the Drafts folder.

3.  When the message is complete, click Send to send the message to the Outbox folder. The next time you
are online and you run the synchronization process, the message will be sent to the supervisors.

To close the Messaging system and return to the Survey screen, click Back.

5.5. Conducting Interviews
When you select a survey, the survey information page opens.

e Survey ID - displays the Confirmit project ID.
e Survey name - displays the title or name of the survey.

e Survey Version —the version of the selected survey.
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# |nterviewer Console - [p32800353 - Car Survey for CAPI] M=

Toals  Wiew Help
— P i F
= " e ] =t
— — Q-‘ = I B
Change Survey  Miew Respondents  Mew Inkerview Messaging  Synchronize Mow  Log Out
Survey ID p32a00353 Survey Yersion a
Survey Marme Zar Survey For CAPT
Collected since last :
synchronization Total synchronized
Complete 1] 1]
Postponed 1] 1]
Cancelled 1] My A
Ready Console name: |ser Guide Compa...  User name: Interviewer 1 You are anling @

Figure 71 Example of the Survey Information page

If you wish to change the survey at this point, click the Change Survey button to reopen the survey list page.

5.5.1. How to View Respondents

The survey you are about to conduct may be targeted towards specific respondents. To check whether you must
contact named respondents, click View Respondents. A list of any respondents who have been uploaded to the
survey and assigned to you, opens.

In the example below, four respondents are assigned to the interviewer.

The respondents’ details are displayed as columns of information (the figure below shows the respondent ID
(respid in Confirmit), Description, Interview Duration, Respondent Source and Status columns). The columns that
are displayed here by default are specified by the supervisor for each survey(see Default Respondent Data
Columns on page 47 for more information), and are transferred to the console during synchronization. However
these can be changed by the interviewer (see Changing the Information Columns on page 58 for more
information). The Interview Duration column records the time the particular respondent used to reply to the
interview. The Status column displays the interview status: Complete, Incomplete or Not started.

The Respondent Source column indicates how the respondents were added to the console:

e Server — indicates that the respondents were assigned to the interviewer from Confirmit.

e Console - indicates that the respondent was added via the console by starting a new survey.
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#® |ntaryviewer Console - [p32800353 - Car Suryey for, CAPI]

Todls  View Help
O | @ X P es & STRCE N Y
7 . o "
Back to Supvey | Resume Interview Delste Search  Select Columns Messaging  Synchronize Mow — Log Out
I v|Interview Start Time |Interview End Time Status Drescripkion |Respondent Source |Deletion Skatus [I
4 Z[12(2009 1:32:29 PM Cancelled Console MotDeleted
3 Z/12/7009 1:51:47 PM Postponed Telephone call. Console MotDeleted
2 Z{12/7009 1:30:59 PM ZI1Z{2009 1:531:43 FM Complete Console MotDeleted
1 2f1Z{2009 1:29:56 FM 2/1Z{2009 1:50:53 PM Complete Console MotDeleted
Console name! Uset Guide Compa... User name: Interviewerl Wou are onling @

Figure 72 Example of the View Respondents window

5.5.2. Changing the Information Columns

The default respondent information columns displayed when you click the View Respondents button are
specified by the project supervisor(see Default Respondent Data Columns on page 47 for more information).
However you can change the columns that are displayed as follows:

1. Click the Select Columns button.

A pop-up window with an Available items and Selected items list appears.
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Figure 73 The Select Columns window

2. Inthe Available Items list, select the fields you wish to display in the View Respondents screen.
3. Click the >> button to move them across to the Selected Items list.
4. On completion, click OK.

To remove unwanted fields, select them in the Selected Items list and click << to return them to the Available
Items list. Click OK to update the display.

Note: If you change the column setup for a project away from the default setting specified by the
supervisor, then any future changes to the default setup made by the supervisor will not affect this
project on this console.

5.5.3. Resetting the Information Columns

Once you have changed the column setup away from the default specified for the survey by the supervisor, the
Reset Columns button becomes active. To reset the columns that are displayed to the “default”, click the button
then click OK to confirm the reset.

5.5.4. How to Search for Particular Respondents

If you wish to search for a particular respondent, or for the reason why an interview was postponed:

1. Click Search.
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Search criteria fields for the displayed columns appear.

& |nterviewer Console - [p32800353 - Car Survey for CAPI]

Tools  Wiew Help
o @ X P z R ®
(= 7 = Q.‘ i tf_“
Back to Survey | Resume Inkerview Delete Search  Select Columns % Messaging  Synchronize Now  Log Out
[] show completed-synchranized items
| Inkerview Stark Time |[All W ||12.02.2009 e Search
Interview End Time |All % | 12,02,2009 v Status | All v
Descripkion Respondent Source | Al w
Deletion Status | all v
i = | Interview Start Time Interview End Time Status Description Respondent Source Deletion Status
4 Z/12[2009 1:32:29 PM Cancelled Console MotDeleted
3 Z[12[2009 1:31:47 PM Postponed Telephone cal, Console MotDeleted
2 Z[12[2009 1:30:59 PV 2/12{2009 1:31:43 PM Complete Console MotDeleted
1 Z/12/2009 1:29:56 PM 2/1Z{2009 1:530:53 PM Complete Console MotDeleted
Console name: User Guide Compa... User name: Interviewer1 ‘fou are onling Q

Figure 74 The Search fields

2. Make the appropriate selections and/or type search criteria into the various fields.

3. When you are ready, click Search to update the list.

5.5.5. How to Interview a Named Respondent

To start an interview for a named respondent, highlight the respondent in the list and click Start Interview. The
survey opens, and you can start to interview the particular respondent.

Note that "Default" and "Refused" answer categories can be set for multi and single questions in CAPI. These are
set up by the project designer in Confirmit Authoring (refer to the Confirmit Authoring User Guide for further
information). "Default” allows the designer to select for example the answer that is expected to be the most
common answer, and apply this answer to a specific button or short-cut. This can simplify and speed up the task
of the interviewer. In the same way, if the respondent does not wish to answer a question, a "Refused" answer
category applied to a specific button or short-cut can assist the interviewer. Normally, the Control-R shortcut for
is used for refused answers and Control-D for default.

5.5.6. How to Conduct Open Interviews

In an open survey, where no named respondents are assigned to you, click New Interview to start recording a
new response.

When you have finished interviewing the respondent and all the answers are collected, if the survey does not
close automatically then click OK in the upper left corner of the display to return to the survey’s Start/Home page.
The page will now show that one Complete response has been collected.

Click New Interview again to start a new interview.

5.5.7. How to Stop or Postpone a Survey

Click Cancel at any time to cancel the interview. In open surveys, the interview will not be recorded and will not
appear in the View Respondents list. In limited surveys with assigned respondents, the interview/respondent will
be displayed with status Not started.

You can also postpone an interview. To do this, click the Postpone button. A pop-up window opens in which you
specify the reason for postponement. This will simplify finding the respondent in the system later when the
interview can be resumed.
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Respondent Information @

Respondent Description

Had to leave, resume tomorrow

| OK | | Cancel I

Figure 75 Example of a Postpone Interview pop-up

The interview will then go directly to the end block and the interview appear in the View Respondents list with the
status Postponed.

When a survey is postponed, a Back button will be displayed in the end block. Click Back to return to the
question you were at when you clicked Postpone.

5.5.8. How to Resume a Postponed Interview

To resume a postponed interview, go to the View Respondents list, find and highlight the respondent and click
Resume Interview. Depending on how the survey has been launched, the interview will open at the first
unanswered question. See the Confirmit Authoring User Guide for more details on survey settings.

# |nterviewer Console - [p328B00353 - Car Survey for CAPI] gle

Tools  Wiew Help

— X

: : O : %
(€) Lbé ¥ ) “E

Back to Survey || Resume Inkerview, | Delete  Search  Select Columns Messaging  Synchronize Now  Log Out

i) V| Interview Start Time |Resume Interview (Ctr|+O)L ‘Status Description Respondent Source |Delet|on Status |
4 2Mz/20091:32:29 PM Cancelled Consale MotDeleted
3 2M12/2009 1:31:47 PM Postponed Telephone call, Console MotDeleted
2 Z12[2009 1:30:59 PM 2/1Z{2009 1:31:43 PM Complete Console MotDeleted
1 2f12/2009 1:29:56 PM 2/12{2009 1:30:53 PM Complete Console MotDeleted

Console name: User Guide Compa... User name: Interviewer1 ‘fou are onling

i

Figure 76 Resuming a postponed interview

The Interview Duration column displays the Interview start and end times. For postponed interviews, the Interview
start time will be the start time of the first interview attempt.
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5.5.9. How to Open a Completed Interview

If you highlight a respondent who has the status Complete, the Open Interview button appears. If the survey has

been launched with the appropriate survey setting, you can now reopen the interview and change the answers.
See the Confirmit Authoring User Guide for more details on survey settings.

& [nterviewer Console - [p32800353 - Car, Survey for CAPI]

Tools  Wiew Help

— = = )
Q (= X » L o Y T
Back to Survey || Open Interview | Delete  Search  Select Columns Messaging  Synchronize Now  Log Out

i v| Inkerview Start Time |Interview End Time ‘Status Description Respondent Source |Deletion Status |
4 Z1Z[2009 1:32:29 PM Cancelled Console MotDeleted
3 ZLE[2009 1:31:47 PM Postponed Telephone cal. Console MotDeleted
2 2Mz(2009 1:30:59 PM 2112{2009 1:51:43 PM Complete Console MotDeleted
1 2122009 1:29,56 PM 2122009 1:30:53 FM Complete Consale MotDeleted

Console name: User Guide Compa...  User name: Interviewer 1 ‘You are online

i

Figure 77 Reopening a completed survey

5.5.10. Surveys with Quotas

If some quotas are defined for specific groups of respondents, the quota settings that have been assigned to the
current interviewer will be displayed on the main page for each survey. Refer to the Confirmit Authoring Manual
for more details on quotas.

The interviewer in the example is to collect complete interviews for the “Follow-up TV Case” survey from 30
female respondents and 30 male respondents.

When the completed surveys are registered, the Quota Information table will be updated. The number of collected
interviews is displayed in red beside the required number.

Quota Information

Gender

Male o320
Female 5,30
Total a0

Figure 78 The Quota Information table is updated

5.6. Synchronization

When you have finished the interviewing job, you must transfer the data to the server. To do this you must first
connect the console to the Internet. The interviewer in the example has collected four complete responses
(specified in the Collected since last synchronization field).

Note: If you do not synchronize before logging off, then any data you have collected will remain in the

console. To retrieve this data, you must log on to the survey and synchronize the console so that the data
is transferred to the server.
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Note: The time setting in the console must be synchronized with the time setting in the server. If the times
are not synchronized correctly, an error message will be displayed.

' Interviewer Console - [p0462330 - Newspaper Survey for CAPI]

Tools  “iew Help

%

Change Survey  Yiew Respondents  Mew Interview Messaging Synch.rnnize Mowe  Lag Ouk

Survey ID pO462330 Survey Version 12
Survey Name  MNewspaper Survey for CAPI

Collected since last Tiate) sewE =

synchronization
Complete ] 3
Postponed 1 0
Cancelled ] MFR

Ready Console name: Userguide Compan... User name: Interviewer 1 You are onling @

Figure 79 Completed interviews not yet transferred

1. Connect the console to the Internet.

2. Click the Synchronize Now button.

The responses are zipped (to reduce the size of the transmitted file) and sent to Confirmit's central server.
Here the data is un-zipped and processed.

When the synchronization process is complete, the Complete interviews will be registered in the Total

Synchronized field along with any that were registered previously. This field shows the total number of
responses sent.

Note: In the event the respondent/response data file cannot be read for any reason, an error is written into
the synchronization log, a bug report is sent, and the synchronization task is continued.

-63-



Confirmit Horizons 22 CAPI/Kiosk User & Administrator Guide Confirmit Confidential

Tools  Miew  Help

%

Change Survey  Wiew Respondents  Mew Interview Messaging  Synchronize Mow  Log Out

Survey ID p0462330 Survey Version 12
Survey Name  Mewspaper Survey for CAPT

Collected since last Tiaes| syEEEe

synchronization
Complete ] a]
Postponed ] 1
Cancelled 1 HfA
Ready Console name: Userguide Compan,.. User name; Interviewer 1 You are online @

Figure 80 The complete interviews are now transferred

In this example, if the View Respondents button was clicked now the list would be empty.

When you next log on to the console, it will open the survey information page for the last interview that was active
on the console.

5.6.1. How to Set the Synchronization Schedule

You can set up Synchronization to run automatically at predefined times, by adjusting the Synchronization
Schedule Settings on the console. This can be useful if the pc is normally connected to a docking station when
not in use.

Note: The ability to schedule synchronization is not supported by the CAPI app.

1. Gotothe Tools > Synchronization Schedule Setting menu command.
2. Check the Enable Schedule box.
3. Make the required settings.

The Synchronization Schedule Settings page opens. Here you can define when synchronization is to be
performed.

o Schedule Type - selectHourly, Daily, Weekly, or Monthly. The other options available depend on the
Schedule Type selected.

o Start by and End by - define when the synchronization operation is to start and end. Depending on the
Schedule Type selected, you can also define how often synchronization is to run, for example every 4
hours, every 3 days etc.

o Spread — use to define when the next console in line is to start synchronizing.

oApply this change to all consoles on the list — on saving, the new schedule will be applied to all
consoles listed in the Activated Consoles list, including those that were not selected.

4. Click OK to save the settings and close the window.
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Synchronization Schedule Setting ['5_(|

Enable Scheduls

Schedule Type ) Hourly ) Daily O weekly  (3) Monthly

Manthly Schedule

Start By |14:E'1 —
End By | B0 2008 2w

Schedule Dray af every manthis)

\O5f03 2006 = v |

O Cancel

Figure 81 Synchronization Schedule Settings In Console

| Note: The console must be online for synchronization to be performed.

5.6.2. How to Test the Survey

You can test the survey before you start to gather “real” data, without adding the answers from your test to the
database.

1. Gotothe Tools > Test Survey menu command.
A warning message appears informing you that no data will be saved.
2. Click OK to continue.
The Questionnaire opens.
3. Work your way through the survey, answering the questions as you would for a genuine respondent.

The survey will function exactly as it will when you input the answers given by the respondents, with all
survey logic being taken into account. On completion, you will be returned to the survey home page.

| Note: Your answers will not be added to the database.

5.7. Console Settings
You can adjust some of the console settings.

1. Gotothe Tools > Settings menu command.

The Settings dialog opens.
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[ Settings @

Default language Enalish - ]

Full screen mode |_
Reduced height toolbar [~

Ful keyboard support [~

Synchronization Status View
[+ Show Table

[ Show Pie Chart

Figure 82 Adjusting the console settings

The properties are as follows:

e Default Language - choose the default language in which the survey is to be displayed (for multilingual
surveys), click the down-arrow beside the field and select the desired language.

e Full screen mode- check the box if you wish to remove the browser window and frame to leave more
space for the survey screen.

¢ Reduced height toolbar — check this box to reduce the height of the toolbar and the size of the tool
icons, thereby leaving more space for the survey screen. Note that this is a console setting not a survey
setting, so the toolbar will be reduced for all users.

o Full keyboard support — check this box if you wish to allow input of survey answers via the keyboard.
Note that this is a console setting not a survey setting, so the keyboard will be activated for all users (see
Using the Console Keyboard on page 66 for more information).

e Inthe Synchronization Status View area, choose whether the interview statistics are to be displayed as
a table, as a chart, or both. In the figure above, both display options are shown.

2. Once you have made the required adjustments, click OK to save the changes and close the dialog.

5.7.1. Using the Console Keyboard

The CAPI console allows the interviewers to input answers via the keyboard. This functionality is controlled by
selecting the Full Keyboard Support property in the Settings dialog (see Console Settings on page 65 for more
information). Note that this is a “Console” function — the setting applies for all projects run from the console. The
keyboard entry comprises two components:

e An input area towards the lower-left area of the console for text input.

¢ Inline markup/highlighting of the interview page to show the active question (a red line to the left of the
question).

By default, the first question on the page is always highlighted. The keyboard sequences available are:
e Up, Shift Tab - highlights the previous question on the page.
e Down, Tab - highlights the next question on the page.
e Left, PgUp - goes to previous page (the same occurs if you click the Previous button).

¢ Right, PgDown - goes to next page (the same occurs if you click the Next button).
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Home - highlights the first sub question (if one exists) of the current question.

End - highlights the last sub question (if one exists) of the current question.

Ctrl + Home - highlights the first sub question (if one exists) of the first question on the page.
Ctrl + End - highlights the last sub question (if one exists) of the last question on the page.

Esc when TextArea or Input textbox of current question is focus - focus changes to InputAnswerQuestion
textbox.

F2 when current question is open question - focus moves to TextArea or Input textbox of current question.

The Enter key is the submission key. Press Enter to submit the current text. Press Enter again to submit the
guestion.

Question type-specific functionality:

Multi questions - the keyboard entry text box will accept codes entered in a comma-separated list. For
example, to select codes "a", "b", and "d" for a multi question, type: a,b,c and then press Enter. Once you
have pressed Enter, the selection will be made in the form.

Multi Open and Multi Numeric questions — you can type any text into the keyboard entry box. When
you press Enter, the text will be copied into the form for the highlighted multi category selected, and the
next category will become active.

Single questions - only one code will be allowed. Press the Enter key to make the selection in the form.

Open questions - you can type any text into the keyboard entry box. When you press enter, the text will
be copied into the form.

Grid and 3D-Grid questions - these question types should be handled as separate questions. This
means that the highlighting of questions should highlight each "question" inside this grid/3D grid. The
keyboard entry box will behave differently dependent on the underlying question. For example, a grid can
be seen as multiple single questions. A 3D-Grid is a collection of single/multi/grid questions sharing the
same answer list.

Press F2 to move to the next question, as described above. Alternatively, you can also move to the next question
by pressing Enter when the text box is empty. If the last question on the page is highlighted, the entry text box is
empty and the user presses Enter, the form will be submitted and the next page will be displayed (if the validation
is passed).

When the page is submitted, if errors are discovered on the page then the first question containing an error will be
selected.

If the interviewer attempts to answer a question with the mouse by clicking on the question, the question will be
highlighted.

5.7.2. Limitations when using the Keyboard

When using the keyboard, the following limitations apply:

Sliders will not visibly move, although the selected value will have been accepted. To view the change, the
interviewer must move forward in the survey then back to the question.

When images are used as answers, if different images have been defined for the different states (default,
hover and selected) these images will not change although the selected answer will have been accepted.
To view the change, the interviewer must move forward in the survey then back to the question.

Subsequent questions that appear on dynamic pages will not be displayed until the page is submitted.
Therefore the interviewer must submit the page and remain on or return to it to answer subsequent
guestions.

The interviewer cannot use the keyboard to supply answers for card sort questions.
The interviewer cannot use the keyboard to supply answers for drag and drop (ratings) questions.

The interviewer cannot use the keyboard inside the calendar control for date-picker questions.
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6. Kiosk Mode

Agencies and companies wishing to conduct onsite self-interviewing activities such as customer experience
measurement, mall interviewing and onsite product testing, can use the Confirmit Kiosk functionality to collect
survey responses without the intervention of an interviewer. Companies can also employ Confirmit Kiosk stations
as an alternative to paper-based surveys, thereby reducing the cost, time, and errors inherent in traditional paper
methods.

The installation, set-up and synchronization procedures for a Kiosk console are similar to those used with CAPI,
though different license/activation files are required(see The Activation Files for Windows on page 6 for more
information).

When a user logs on to a console in Kiosk mode, the only significant visible difference from the CAPI mode is the
Enter Kiosk Mode button. Other functionality is the same as described in the Interviewer Console chapter.

+ Interviewer Console - [p0462330 - Newspaper Survey for CAPI] EJ@|E|

Tools  Wiew Help

— < i B

= ] 5

1= -— Q»‘ e J W
Change Survey  View Respondents | Enter Kiosk Mode Lang Cruk

Messaging  Swnchronize Mo
L IEnker Kiosk Mode (Chr+T1 |
Survey ID pO462330 Survey Version 12
Survey Mame  MNewspaper Survey for CAPI

Caollected since last Tatal synchronized

synichronization
Cormplete 1 =]
Postponed ] 1
Canceled 1 A
Mot Started 3 IS
Ready Console name: Userguide Compan...  User name: Inkerviewer1 ‘fou are online g

Figure 83 The console in Kiosk mode

6.1. How to Start the Console in Kiosk Mode

1. Synchronize the console and download the required survey.
2. When you are ready to activate the Kiosk station for the respondents, click the Enter Kiosk Mode button.

The Kiosk Mode Password dialog opens.
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. Interviewer Console - [p0462330 - Newspaper Survey for CAPI]

Tools  Wew Help
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Change Survey  \iew Respondents  Enter Kiosk Mode Mes.ség]ing Synchronize Mow  Log Qg

Survey ID pl462330 Survey Version 12
Survey Name  Mewspaper Survey for CaPI

Collected since last

sy n Total synchronized
Kiosk Mode Password
Complete
Pastponed Enter your password to start kiosk mode

Cancelled I |

Mot Started

(0.4 Cancel

Ready Console name: Userguide Compan,..  User name: Interviewerl You are online @

Figure 84 The Kiosk Mode Password dialog

3. To activate the Kiosk station, enter your console password and click OK.

The console opens the survey on the first page.

Previous Next  Language

Welcome to this survey! Our cable company thanks you for your time!

Powered by confirmit

| - |

Exlt Survay

Figure 85 Example of a survey in Kiosk mode

6.2. How to Set the Idle Time

When the console is set up in Kiosk mode, windows keyboard shortcuts such as CTRL-Esc, Alt-TAB etc. are
disabled. When a respondent has completed a questionnaire, or after a configurable period of inactivity, the
console reopens the survey on the first page ready for a new respondent. The inactivity function is required to
reset the console in the event a respondent leaves the survey incomplete without clicking the Exit Survey button.

1. To setthe idle time, go to the Tools > Settings menu command.

The Settings window opens.
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3.
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Full screen mode |—
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[w Show Table

[ Show Pie Chart

(0]4 Cancel

Figure 86 Setting the Kiosk idle time

In the Kiosk idle time field, specify the time in minutes that the console may be idle before it resets itself
to the first page of the survey ready for a new respondent.

Click OK.

How to Close the Console

When you wish to exit the Kiosk mode:

1.

Press the key combination Ctrl+Shift+X on the console keyboard.
The Password dialog opens.

Enter the console password and click OK.

The Console Administration window opens.
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Resume a Postponed Interview, 61

S

Sample, 6
Management, 18, 22
Schedule Type, 43
script node, 28
Search, 20
Search for interviewers, 46
Search for Particular Respondents, 59
Select a Survey, 54
Select interviewers, 46
Selecting and Changing Email Recipients, 35
Send To field, 7, 9
Set the Idle Time, 69
Set the Synchronization Schedule, 64
Set Up a Survey, 14, 19
Show All, 20
Show Assigned, 25
Single question, 6
Spread, 43
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Start By, 43
Start the Console in Kiosk Mode, 68
Stop or Postpone a Survey, 60
Supervisor Module, 1
Survey
setup, 14, 19
Survey Channel Function, 15
Survey List, 25
Survey Status column, 20
survey version, 32
Surveys with Quotas, 62
survey-specific messages, 56
Survey-specific Report, 37
Sync column, 31
Synchronization, 1, 31, 62
Effects of Deleting Data, 33
Frame, 31
Log, 18, 43
Schedule, 42, 64
Status, 18, 30
Synchronization Log
Exporting, 44
Synchronize, 52
Synchronize Now, 52
System Languages, 3
System Requirements, 2

T

Test the Survey, 65
Toolbox
Quick Search for Contacts, 34
Transfer Files to a Specific Interviewer Console, 49

U

unknown version, 32

Updates, 12

Upgrade a Console, 10

Upload Files, 50

Upload Interviewer Assignments, 18
Upload Respondent Assignments, 26
Uploading Interviewer Assignments, 39
URL, 40

User ID, 7, 26

UserlD, 6, 51

Using the Console Keyboard, 66

Vv
Version, 32
View Mode, 42
View Respondents, 57

W
Winform, 51

Y

Yellow Bulb, 32
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