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Introduction

This manual provides a description of the new Sample Management System (called SMS2), how it works and how to work with it while interviewing.  The main purpose of SMS2 is to eliminate the need for spending time scrutinizing, organizing, and filing paper coversheets.  Instead, SMS2 uses an automated scheduler that delivers cases according project priorities and logs the result of each attempt electronically.

Several new features have been added to the SMS2, including a screen that describes why a line was delivered as it was, a summary feature of when attempts were made on the sample line, special treatments for wrong line and fax machine results, and an improved appointment setting interface.

Getting Started

To log into SMS2, locate the icon labeled “Iwer 4.7 SRC-Cati 2005.”  Note that while the transition to the SMS2 is completed, there may be two similar icons on the desktop, with the other icon linking to the “old” SMS.  Double click on the “Iwer 4.7 SRC-Cati 2005” icon to launch SMS2.

Figure 1: SMS2 Login Icon

[image: image21.png]1. 3001- Ring No Answer
2. 3002-Busy




At this point, you will be prompted for your user name and password.  If you have access to more than one CATI project, you will see your project list.  Select the one you need by double-clicking on it.

Figure 2: Project Selection
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Getting a Case

There are two ways to receive a case from the Sample Request Screen.  If there is a particular sample line that you need to work as instructed by the TL or SSL shift manager, this case may be acquired by selecting on SID or phone number.  However, generally cases will be delivered based on the sample distribution algorithms set for the project.  To receive the next case, click on the button labeled “Deliver Next Case.”  After each result, you will be returned to this screen.  To receive another case, click on “Deliver Next Case” again.
Figure 3: Sample Request Screen
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Whenever you’re done with your interviewing for the day, click on the “Exit” button to end your session.

The Make-Dial Screen
The first item after requesting the next case for delivery is the “Make Dial” screen.  The make dial screen serves one primary purpose: To enable the interviewer a chance to review why the case was delivered as it was.  By clicking on the “Zoom” button, the interviewer is given a summary of the status of the case in the “Case Summary” screen.

Figure 4: Make Dial Screen
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The Case Summary screen provides details about the case.  In particular, it indicates when the case is released for interviewer effort (“Active), based on the time zone that the case is in and any appointment or last no contact result.  It also indicates who the case is directed to (“To group” and “To interviewer”), based on any appointment and the last result code, and third, it indicates what the expected time difference is between Ann Arbor time and the local time of the case.  In the example in Figure 3, the case is 3 hours behind Ann Arbor.  Thus, if it is 4 PM in Ann Arbor, the local time for the case is 1 PM.
Figure 5: Case Summary Screen
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In addition, the center pane provides very specific information about the nature of an appointment, if applicable.  This is important, because it is fed from information that is entered into SMS by the interviewers.  It basically lets the next interviewer know if he or she is making a return call on a hard appointment with a specific time and date, or calling back on a soft appointment with a best, general time to call back on.
Finally, at the bottom there is a history of 5 calls on a case, including the first call, the last call, and the three calls prior to the last call, if applicable.  When done reviewing the history, click the “Close” button to return to the “Make Dial Screen.”

When you click on the “OK” button in the Make Dial Screen, the coverscreen for the case appears on your computer.
Figure 6: Coverscreen
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A call history available at this screen through the Options menu or by holding down the control key (<Ctrl>) and typing <H>.  This will open up a new window with detailed call history information.

In the Call History window, you can read all the call records for the case, with more detail about result codes and complete callnotes for each call.  You’ll also see a grid at the top of the call history, which shows how many times the case has been dialed or attempted on a particular day of the week during different time periods.  In the example in Figure 7, you can tell by looking at the grid that one call has been made after 5:00 PM on Sunday, two calls between 1:00 PM and 5:00 PM on Monday, three calls after 5:00 PM on Monday, and so on.  The purpose is to give you a sense of whether there are particular time slots that have not been tried, particularly on a no contact case.
Figure 7: Call History Window
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Coding no-answer calls
SMS2 introduces several new features to make the system more efficient in handling result code entry.  This includes the elimination of the call record dialog box used in the old SMS, with the drop-down picklist of result codes.  Instead, result codes will be assigned directly in a Blaise questionnaire.

The first steps in entering result codes will be to select from 6 different options (depending on project specific result code use) routing you to a more narrow list of result code options.  These options are listed in Figure 8.  To select the case, either double-left click on the radial button next to the appropriate option, or enter the number next to the blue “CoverSheet1” text and press the <Enter> key.
Figure 8: Initial Result Code Routing Pick List
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The next screen asks for a more narrowly defined result category for this call.  In Figure 9, we display the follow-up options for No Contact/Non-Working Number (option 4).
Figure 9: Follow-Up Options for No Contact/Non-Working Number
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When a response is selected (in Figure 10, we select “1. Ring No Answer, Busy”), you are presented with another The next screen you see will be different from what you’re used to.  Instead of the old dialog box for selecting the result code and entering a call note, you will instead enter the result code on another questionnaire screen:
Figure 10: Ring No Answer Follow-Up Screen

Once a result has been assigned, a questionnaire screen will open asking for a call note.  Once you start typing, an open-ended response field will open.  In the case of ring no answer and busy cases, this call note will be optional.

Figure 11: Call Note Screen
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The final screen you see lets you know that you are exiting the case.  If at any point you discover that you need to back up and change an entry, you can use the arrow up and page up keys, just as you would in the main questionnaire.

Figure 12: Coversheet Exit Warning
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After you’ve pressed “1” and <Enter>, you will be taken back to the SMS dialog box, and you can request a new case to be delivered.
Disconnected numbers and wrong connections

New features have been added to coding non-working numbers or wrong connections.  The purpose of the change is to enable you to dial the case back immediately rather than have to request delivery of the case again.

Once a case is coded “2002” for a first disconnected number, a screen appears asking if the phone number was confirmed by the recording.
Figure 13: First Disconnected Number Screen
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If you select “Yes,” the case will automatically get coded out as non-sample with a result of 8004.  However, an answer of “No” to this question will take you to a screen that will prompt you to dial the number again (Figure 14).

Figure 14: Disconnected Redialing Screen
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If you answer “Yes” here, the case will automatically get coded out as a final non-sample.  If you answer “No,” though, then you will be redirected back to the coverscreen for the case so that you can appropriately code the outcome of the second call.
You will follow a similar path whenever you’ve made contact with someone who says that you have not reached the coverscreen phone number and that calls from that number are not being forwarded to the informant’s number.  If the first call is to a number different than the coversheet number, you will let the informant know that you will try the call again.  In the Blaise questionnaire, indicating that the number is incorrect and the calls are not being forwarded will return you to the phone number verification screen.  You then make the call again, and if once again you have not reached the phone number for the case, it will get coded as a final wrong connection.

Coding contacts
Again, you will no longer use a pick list for selecting result codes on calls that have resulted in contact.  Instead, the result codes will appear in a Blaise questionnaire screen.  

Important note: If you have entered the case and have to suspend it, you will see the Make Dial screen again.  This screen is for the case that you’ve just suspended, so select “OK.”  The coverscreen will then come up, and you will select the option for “Appointment/Callback.”

The possible result codes will be restricted by the kind of callback you select.  The example below shows the possible codes after selecting “Appointment Made.”
Figure 15: Appointment Result Codes
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If you find yourself here when you haven’t made a hard appointment, you need to back up one screen and change the type of contact so that we have an accurate result code to describe the status of the case.

If it all possible, choose the result code while you have the informant or respondent on the phone.  This will allow you to enter the appointment or callback time as he or she is giving it to you.  As you’ll see below, entering this information accurately is crucial to having the case delivered at the appropriate time.

The Appointment dialog box
Whenever you code a case as an appointment, best time known to call back, or a general callback, you will be prompted to open a dialog box, where you will enter appointment information.  After you have entered the result code and verified it, you will receive an on-screen instruction to either type press CTRL-A or click on the appointment tab that has appeared at the top of the screen.
Figure 16: Appointment Dialog Box
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Please note that you will not be able to press 1 and continue without entering the appointment information.

The Appointment dialog box has several features that allow you great flexibility in scheduling the time and type of appointment.  The examples that follow will illustrate how to use these features for various types of callbacks and appointments.

IMPORTANT NOTE: All times entered in the Appointment dialog refer to Respondent time.
Figure 17: Hard Appointment Settings
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In order to set a hard appointment, you would select “Exact date” from the drop-down list in the “Type” field in the “Date” area of the dialog box (the left side).  Selecting this type causes a calendar to display.  The dates shaded in blue indicate the days that remain in the study period.  To pick the date that the informant or respondent wants to be called, double-click on it.  The shading will change to green.  In the “Type” field in the “Time” region of the box, select “Exact time” from the drop-down list.  Then you can scroll through the times in the field below, or you can type in the time for the appointment.  Then you can check that you’ve entered everything correctly in the “Summary” region below the “Time” area.  In this example, this case is scheduled for 7:00 PM Respondent time on Thursday, Dec. 16.  If this is accurate, click on the OK button, and the appointment is set.
IMPORTANT NOTE: The call scheduler will not accept appointments that are scheduled for any time later than 20 minutes before the Lab closes on that day.  If you inadvertently do this, the time will change to 20 minutes before closing time when you click on OK.

Figure 18: Best Time Known, Time Range, Settings
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In this example, “Day part” has been selected in the “Type” field in the “Time” area of the dialog box.  This has caused two time fields to appear:  “From” and “To”.  Here the informant has said to call between 7:00 and 9:00 PM (again, in his or her time zone).
Figure 19: Best Time Known, Date Range and Time Range, Settings
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If a respondent tells you to call back sometime after 8:00 some evening this week, you would select “Period” in the “Type” field in the “Date” region.  This allows you to select a range of dates on the calendar.  You can either double-click on each date in the range, or you can double-click on the first date and the last date in the range.  You can see in the summary field how they system records this type of callback.

Figure 20: Best Time Known, Day of the Week, Settings
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If a respondent tells you to call back sometime on the weekend, but that no time is best, you can schedule this type of callback by choosing “Weekday” in the “Type” field in the “Date” region.  This brings up a chart showing the days of the week.  The number above each day indicates how many of these days are left in the study period.  Then, since you haven’t been given a firm time to call, you select “No time” in the “Type” field in the “Time” region of the dialog box.
Entering call notes
After you have completed the Appointment dialog, you will return to the Blaise questionnaire.  After you press 1 to continue, you will come to an open-ended question, where you can write the call note that will complete the call record for this attempt.

IMPORTANT NOTE: In order to enter a final call note for a completed interview, SMS2 will display the Make Dial screen again after the questionnaire is finished.  This is not a new case, but the one you’ve just finished.  When you click “OK” on the Make Dial screen, the coverscreen reappears, but with only one response option: 1 for completed case.  Entering 1 takes you to a Blaise screen where you can enter the final call note.
When the case is released.





Who the case is intended for.





Appointment details, if applicable.





History of the case, if applicable.
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