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Record of Edits

	Date
	Name
	Notes

	
	
	


Overview

About This Document
Information in this document is displayed in multiple formats (tables, images, narrative) whenever possible. Since most images are based on screen shots from existing SurveyTrak projects, there may be inconsistencies between what an image displays and what a table specifies.  In these cases the information in the table will take precedence.
Norms

This section will contain general information that applies to this project. 

· Code vs. label. When we have the option of either storing a code (numeric value) or a label (text) we will store the code and display the label.  For example, 1=Yes, 5=No – We will store either 1 or 5 in the tables and display Yes or No in the application.  One exception is result codes – we store AND display the code.

· Drop-downs. As a TSG standard, we will not use the word “Select” on any drop-down unless otherwise specified.  If a default is not specified the drop-down should be left blank initially.

· Fomatted data (masks).  The mask for dates is mm/dd/yyyy.  The mask for telephone numbers is 
(###) ###-####. 

Legend

The following symbols are used in this document:



Indicates that the feature is “locked” and cannot be customized. 


Indicates a customizable feature that is typically customized for each project.  Please pay particular attention to these sections.


Indicates that the information will be provided by the Technical Services Group (TSG).
WebTrak

General

Management Levels 

Label is how the box is labeled on the Search tab

	Label
	Text

	PC
	Production Coordinator

	TL
	Team Leader


Group Types  

Value and Text Equivalent are only needed if what’s being stored in the database (a number) should be displayed as something else (text). 

	Group Type
	Label
	Value
	Text Equivalent

	Group type 1
	
	
	

	Group type 2
	
	
	


Sample Types

Value and Text Equivalent are only needed if what’s being stored in the database (a number) should be displayed as something else (text). 
	Sample Type
	Label
	Value
	Text Equivalent

	Sample type 1
	IW Type
	1
	Re-interview

	
	
	2
	Split-off

	
	
	3
	Re-contact

	
	
	4
	Split-off Re-contact

	Sample type 2
	
	
	

	Sample type 3
	
	
	

	Sample type 4
	
	
	


Search Tabs

Results

[image: image1.emf]


	Label
	  Searches this SurveyTrak DB column

	Result Codes
	tsample_line.sresultcodeid

	Result Date Intervals
	tsample_line.dresultdate

	Result Date
	tsample_line.dresultdate


IW Status
[image: image2.emf]


	Label
	  Searches this SurveyTrak DB column

	Iw Status
	tsample_line.siwinststatus

	Wizard Action
	tsample_line.vext_100

	RC Ind Flag
	tsample_line.blrciindflag

	Contact Flag
	tsample_line.blcontactflag

	Tracking Flag
	tsample_line.bltrackflag


Field Staff

[image: image3.emf]


	
	Label
	  Searches this SurveyTrak DB column

	
	PC
	tinterviewer_project.smanagementlevel1

	
	TL 
	tinterviewer_project.smanagementlevel2

	
	Interviewers
	tsample_line.siwersubscribeid


Instr & Sample

[image: image4.emf]


	Label
	  Searches this SurveyTrak DB column

	Instrument
	tsample_line.siwinstid

	Last Call Mode
	tsample_line.slastcallmode

	SID Active Status
	tsample_line.sactivestatus


Group Type
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	Label
	  Searches this SurveyTrak DB column

	Cohort
	tSample_Line.sGroupType1


Sampleline ID
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	Label
	  Searches this SurveyTrak DB column

	Sampleline IDs
	tsample_line.vsamplelineid

	SID Wildcard
	tsample_line.vsamplelineid


Other
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	Label
	  Searches this SurveyTrak DB column

	Gender
	tsample_line.vext_010


Evaluation
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	Label
	  Searches this SurveyTrak DB column

	Iw Taped
	tsample_line.bliwtaped

	Evaluation
	tsample_line.sevalind

	Evaluator
	tiwevaluation.sevaluatorid

	Date Evaluated Range
	tiwevaluation.devaluationdate


Letters
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	Label
	  Searches this SurveyTrak DB column

	Status
	tletters.stier2status

	Type
	tletters.stypeofletter

	Language
	tletters.sLanguage

	Requestor
	tletters.sintervieweremployeeid

	Mail To
	tletters.smailto

	Date Requested Range
	tletters.drequestdate

	Date Sent Range
	ddatelettersent


Payments

[image: image10.emf]


	Label
	  Searches this SurveyTrak DB column

	Status
	trpay.spayapproved

	Method
	trpay.spaymode

	Date Requested Range
	trpay.dpayrequestdate

	Date Approved Range
	trpay.dpayapproveddate

	Reason
	trpay.sPayProbCode

	Check Numbers
	trpay.schecknum

	Type
	trpay.spaytrigger

	Amount
	trpay.npayamount

	Requestor
	trpay.sintervieweremployeeid

	Person Being Paid
	trpay.spersontype


Respondent
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	Label
	  Searches this SurveyTrak DB column

	First Name
	tsample_line_address.vfirstname

	Last Name
	tsample_line_address.vlastname

	Person Type
	tsample_line_address.spersontype

	Address1
	tsample_line_address.vaddressline1

	Address2
	tsample_line_address.vaddressline2

	City
	tsample_line_address.vcity

	State
	tsample_line_address.sstate

	Zip
	tsample_line_address.spostalcode

	Phone
	tsample_line_address.sphone, tsample_line_address.sphone2


Verification

[image: image12.emf]


	Label
	  Searches this SurveyTrak DB column

	Verification
	tsample_line.sverifyind

	Verifier
	tverificationdisplay.vext_027

	Date Verified Range
	tverificationdisplay.vext_020


Main Pages

Sample Page

[image: image13.emf]


    Display the following:

	Column Label
	Sortable?
	  SurveyTrak DB Column

	Details (A C N T links)
	N
	n/a

	Sample ID
	Y
	tsample_line.vsamplelineid

	Ckd In
	N
	tsample_line.sactivestatus

	Rc Ind
	Y
	tsample_line.blrcindflag

	Interviewer
	Y
	tsample_line.siwersubscribeid

	Result Date
	Y
	tsample_line.dresultdate

	Result
	Y
	tsample_line.sresultcodeid

	Wizard Action
	Y
	tsample_line.vext_100

	IW Taped
	Y
	tsample_line.bliwtaped

	IW Status
	Y
	tsample_line.siwinststatus

	Last Call Mode
	Y
	tsample_line.slastcallmode

	FTF Calls
	Y
	tsample_line.sifacetoface

	Tel Calls
	Y
	tsample_line.sitelcalls

	IW Length
	Y
	tsample_line.niwlength

	HU Obs Status
	Y
	tsample_line.shu_obs_status

	CO Obs Summ Status
	Y
	tsample_line.scon_obs_sum_status

	Post-IW Obs Status
	Y
	tsample_line.spio_status

	Verification
	Y
	tsample_line.sverifyind 

	Evaluation
	Y
	tsample_line.sevalind 

	Sample ID
	Y
	tsample_line.vsamplelineid


Addresses Page
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	Column Label
	Sortable?
	  SurveyTrak DB Column

	Details (A C N T links)
	N
	n/a

	Sample ID
	Y
	tsample_line.vsamplelineid

	Iwerid
	Y
	tsample_line.siwersubscribeid

	Interviewer
	Y
	tsample_line.siwersubscribeid

	Result
	Y
	tsample_line.sresultcodeid

	Title
	Y
	tsample_line_address.stitle

	FirstName
	Y
	tsample_line_address.vfirstname

	LastName
	Y
	tsample_line_address.vlastname

	Address1
	Y
	tsample_line_address.vaddressline1

	Address2
	Y
	tsample_line_address.vaddressline2

	City
	Y
	tsample_line_address.vcity

	State
	Y
	tsample_line_address.sstate

	Zip
	Y
	tsample_line_address.spostalcode

	Phone
	Y
	tsample_line_address.sphone


Interviewers Page
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	Column Label
	Sortable?
	  SurveyTrak DB Column

	IwerID
	Y
	temployee.sintervieweremployeeid

	Lastname
	Y
	temployee.vlastname

	Firstname
	Y
	temployee.vfirstname

	TL
	Y
	tinterviewer_project.smanagementlevel2

	PC
	Y
	tinterviewer_project.smanagementlevel1

	Address1
	Y
	temployee.vaddressline1

	Address2
	Y
	temployee.vaddressline2

	City
	Y
	temployee.vcity

	State
	Y
	temployee.sstate

	Zip
	Y
	temployee.spostalcode

	Phone
	Y
	temployee.sphone

	Work Phone
	Y
	temployee_extension.sworkphone

	Cell Phone
	Y
	temployee_extension.scellphone

	Last Send Date
	Y
	temployee.dtlastsendrecdate

	Status
	Y
	tinterviewer_project.siwerprojstatus


Evaluations Page
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	Column Label
	Sortable?
	  SurveyTrak DB Column

	Details (A C N T links)
	N
	n/a

	Sample ID
	Y
	tsample_line.vsamplelineid

	Interviewer
	Y
	tsample_line.siwersubscribeid

	TL
	Y
	tinterviewer_project.smanagementlevel2

	Result Date
	Y
	tsample_line.dresultdate

	Iw Taped
	Y
	tsample_line.bliwtaped

	Eval Flag
	Y
	tsample_line_address.sevalind

	Eval Date
	Y
	tiwevaluation.devaluationdate

	Evaluator
	Y
	tiwevaluation.sevaluatorid


Verifications Page
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	Column Label
	Sortable?
	  SurveyTrak DB Column

	Details (A C N T links)
	N
	n/a

	Sample ID
	Y
	tsample_line.vsamplelineid

	Interviewer
	Y
	tsample_line.siwersubscribeid

	TL
	Y
	tinterviewer_project.smanagementlevel2

	Result Date
	Y
	tsample_line.dresultdate

	Iw Taped
	Y
	tsample_line.bliwtaped

	Ver Flag
	Y
	tsample_line_address.sverifyind

	Ver Date
	Y
	tverificationdisplay.vext_020

	Verifier
	Y
	tverificationdisplay.vext_027


Criteria Page
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Based on Search Tabs.

Detail Pages

Addresses (A link)
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	Column Label
	  SurveyTrak DB Column

	Type
	tsample_line_address.spersontype, tprojectsysteminformation.vtext

	Title
	tsample_line_address.stitle

	Firstname
	tsample_line_address.vfirstname

	Middlename
	tsample_line_address.vmiddlename

	Lastname
	tsample_line_address.vlastname

	Suffix
	tsample_line_address.ssuffix

	Address1
	tsample_line_address.vaddressline1

	Address2
	tsample_line_address.vaddressline2

	City
	tsample_line_address.vcity

	State
	tsample_line_address.sstate

	Zipcode
	tsample_line_address.spostalcode

	Phone
	tsample_line_address.sphone

	Interviewer
	tsample_line.siwersubscribeid


Call Records (C link)
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	Column Label
	  SurveyTrak DB Column

	CallNo
	tcallinformation.ncallinfoid

	Interviewer
	tcallinformation.sintervieweremployeeid

	Call Date
	tcallinformation.dresultdate

	Day of Week
	tcallinformation.dresultdate

	Call Time
	tcallinformation.tresulttime

	Contact Window Code
	tcallinformation. nconcd

	Call Mode
	tcallinformation.scallmode

	Phone No. Called
	tcallinformation.sphone

	Result
	tcallinformation.sresultcodeid

	Notes
	tcallinformation.lvnotes

	Appt Date
	tcallinformation.dapptdate

	Appt Time
	tcallinformation.tappttime

	Contact Obs Status
	tcallinformation.siwerobsstatus


Transfer History (H link)

[image: image21.emf]


	Column Label
	  SurveyTrak DB Column

	Date
	ttransferhistory.tstransferdate

	Time
	ttransferhistory.tstransferdate

	From
	tsample_line.siwersubscribeid

	To
	tsample_line.stransferiwer

	Received 
	ttransferhistory.blrecvdconfirmation


Letters (L link)

There are two types of letter approval processes – 1 tier and 2 tier:

· 2 tier process: A TL approves the request, then a staff member in Ann Arbor gives a second, final approval.  If the TL disapproves the request, the disapproval is final (does not go to Ann Arbor).  
· 1 tier process: only staff members in Ann Arbor approve/disapprove requests.  If the staff in Ann Arbor rely on TL approval or comments for making approvals, the 2 tier process is recommended.
This project uses the 1 tier approval process.

[image: image22.emf]


	Column Label
	  SurveyTrak DB Column

	Letter No.
	tletters.sletterid

	Mail To
	tletters.stitle

	
	tletters.vfirstname

	
	tletters.vlastname

	
	tletters.ssuffix

	
	tletters.vaddressline1

	
	tletters.vaddressline2

	
	tletters.vcity

	
	tletters.sstate

	
	tletters.spostalcode

	Iwer
	tletters.sintervieweremployeeid

	Letter Type
	tletters.stypeofletter

	Language
	tletters.slanguage

	Request Date
	tletters.drequestdate

	Letter Status
	tletters.stier2status

	Export Date
	tletters. dtexportdt

	Letter Sent
	tletters.ddatelettersent

	Iwer Notes
	tletters.lviwernotes

	Approver Notes
	tletters.lvtier2notes


Letters Export

Allow project staff to export letters data to a backslash-delimited (\) file and include the following data:

· Sample ID

· Requesting IWER ID

· IWER First Name

· IWER Last Name

· TL First Name

· TL Last Name

· Date Requested

· Letter ID

· Letter Type

· Language

· Ann Arbor Notes (approver notes)

· Notes (IWER notes)

· Date Letter Sent

· Mail To (who letter is being sent to)

· Mailto Title

· Mailto First Name

· Mailto Middle

· Mailto Last Name

· Mailto Suffix

· Mailto Addr1

· Mailto Addr2

· Mailto City

· Mailto State

· Mailto Zip

Case Notes (N link)
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	Column Label
	  SurveyTrak DB Column

	Notes
	tSample_Line.lvcasenotes


Payments (P link)
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	Column Label
	  SurveyTrak DB Column

	Person Being Paid
	trpay.spersontype

	Pay Type
	trpay.spaytrigger

	(name & address)
	trpay.stitle

	
	trpay.vfirstname

	
	trpay.vlastname

	
	trpay.ssuffix

	
	trpay.vaddressline1

	
	trpay.vaddressline2

	
	trpay.vcity

	
	trpay.sstate

	
	trpay.spostalcode

	Pay Method
	trpay.spaymode

	Amount
	trpay.npayamount

	Request Date
	trpay.dpayrequestdate

	Status
	trpay.spayapprove

	Approved
	trpay.dpayapproved

	By
	trpay.spayapprovedby

	Processed
	trpay.dpayprocessdate

	Check Issued
	trpay.ddatecheckissued

	Payment Reason
	trpay.spayprobcode

	Reason Description
	trpay.lvpayproblemdesc

	Comments
	trpay.vaddtcomment


Respondent Profile (R link)

[image: image25.emf]


The format of the Respondent Profile is defined in the Data Ops checklist.

CaseTrak (T link)
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	Column Label
	  SurveyTrak DB Column

	Step
	tcasetrak.nstep

	Result
	tcasetrak.sresultcodeid

	Action
	tcasetrak.naction

	Date
	tcasetrak.ddate

	Time
	tcasetrak.ttime

	Iwer
	tcasetrak.sintervieweremployeeid

	Mode
	tcasetrak.scallmode

	Relationship to R
	tcasetrak.vrelationship

	Phone Called
	tcasetrak.sphonenumbercalled

	Title
	tcasetrak.stitle

	First Name
	tcasetrak.vfirstname

	Middle Name
	tcasetrak.vmiddlename

	Last Name
	tcasetrak.vlastname

	Suffix
	tcasetrak.ssuffix

	Address 1
	tcasetrak.vaddressline1

	Address 2
	tcasetrak.vaddressline2

	City
	tcasetrak.vcity

	State
	tcasetrak.sstate

	Zip
	tcasetrak.spostalcode

	Phone 1
	tcasetrak.sphone

	Phone 2
	tcasetrak.sphone2

	Language
	tcasetrak.slanguage

	Additional Info
	tcasetrak.vadditionalcomments

	Notes
	tcasetrak.lvnotes


Quality Control

Playback

This project does not require Playback.

Verification Flagging

Automatic verification flagging details:

	Percent to Verify
	8%

	Total number of Sample lines
	2400

	Projected number of completions
	2000

	What to verify
	Completed Iws (1001) 


Verification Page
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Display the following verification questions:

	Verification

	Display Label
	Data Comes From
	  SurveyTrak DB Column

	Sampleline ID
	tsample_line.vsamplelineid
	tverificationdisplay.vsamplelineid

	Interviewer
	tsample_line.sreportiwer
	-

	Respondent
	tsample_line_address.vfirstname tsample_line_address.vlastname
	-

	Address
	tsample_line_address.vaddressline1

tsample_line_aaddress.vcity, tsample_line_address.sstate
	-

	Phone
	tsample_line_address.sphone
	-

	Verifier
	ID of person logged into WebTrak
	tverificationdisplay.vext_027

	Verification Date
	
	tverificationdisplay.vext_020

	Verification Questions

	Question Number/Text
	Data Comes From
	  SurveyTrak DB Column

	1. Our records show that you were recently interviewed by the University of Michigan Survey Research Center, for the National Study of Health and Stress. Is this correct?
	-
	tverificationdisplay.
vext_051, vext_052

	2. How long did the interview take?
	tsample_line.niwlength
	tverificationdisplay.
vext_053, vext_054

	3. A1.  What is your relationship to [ ]?
	BLSCREENING.A1
	tverificationdisplay.
vext_055, vext_056

	4. A25c.  Has (he/she) ever had an operation that required hospitalization?
	SecA.Health.A25c_
	tverificationdisplay.
vext_057, vext_058

	5. In your opinion, did the interviewer conduct himself/herself in a professional manner?
	-
	tverificationdisplay.
vext_059

	6. Are there any additional comments that you want to share about the interview or the interviewer?
	-
	tverificationdisplay.
vext_021

	Verification Outcome

	Display Label
	  SurveyTrak DB Column

	Verification Flag
	tsample_line.sverifyind

	Comments
	tverificationdisplay.vext_022


Verification Flag Code Definitions
	Code
	Label
	Description

	1
	FLAGGED
	Flagged for verification.

	2
	VERIFIED
	All verification data match CAI data.

	3
	VERIFIED WITH DISCREPANCY
	One or more pieces of verification data do not match CAI data; however, the verifier judges that the interview was conducted properly.

	4
	FAILS VERIFICATION
	Verification data do not match CAI data and the verifier's overall judgment about the interview indicates a failure. 

	5
	UNABLE TO VERIFY
	Respondent is contacted but is unwilling to participate in verification exercise OR the verifier is unable to reach the respondent (including reaching the household by telephone, but not reaching the respondent; and sending the verification letter to the respondent, but not receiving a completed verification questionnaire back).  Select another interview to verify for this interviewer. 

	6
	LIMIT MET
	The verifier has already completed the needed 10% verification level for that interviewer.


Evaluation Page

Evaluation for this project will be conducted in the field by TL’s using WebTrak. The standard WebTrak evaluation will be used.
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	Summary Information

	Display Label
	Data Comes From
	  SurveyTrak DB Column

	Sampleline ID
	tsample_line.vsamplelineid
	tiwevaluation.vsamplelineid

	Interviewer
	tsample_line.sreportiwer
	tiwevaluation..siwersubscribeid

	Interview Date
	tsample_line.dresultdate
	-

	Supervisor
	tinterviewer_project.smanagementlevel2
	tiwevaluation.ssupervisoremployeeid

	Type of Interview
	tsample_line.siwinstid
	-

	Evaluator
	ID of person logged in
	tiwevaluation.sevaluatorid

	Evaluation Date
	
	tiwevaluation.devaluationdate

	 Evaluation Questions

	1
	Demonstrated the full knowledge of study objectives. 
	tiwevaluation.sistudyobjectives

	2
	Used the coversheet correctly - screened according to criteria without error, completed all items fully and employed the Selection Table properly. 
	tiwevaluation.sicoversheet

	3
	Demonstrated refusal aversion and conversion skills.
	tiwevaluation.sirefusalaversion

	4
	Correctly obtained informed consent for the interview.
	tiwevaluation.siconsent

	5
	Established rapport with the respondent.
	tiwevaluation.sirapport

	6
	Probed effectively to help respondents provide accurate responses.
	tiwevaluation.siprobed

	7
	Gave neutral feedback at appropriate times.
	tiwevaluation.sineutralfeedback

	8
	Read the questions in a clear and articulate manner.
	tiwevaluation.siquestions

	9
	Used QxQs, when necessary.
	tiwevaluation.siqxqs

	10
	Referred the respondent to the RB, when necessary.
	tiwevaluation.sirespondentbooklet

	11
	Properly handled situation when the respondent was distressed or upset.
	tiwevaluation.sihandledsituation

	12
	Was competent and confident in navigating through the Blaise instrument.
	tiwevaluation.sinavigation

	13
	Iwer conducted him/herself in a professional manner. 
	tiwevaluation.siprofessional

	14
	Completed the Sample Disposition Driven Actions properly.
	tiwevaluation.sidispositionactions

	15
	Evaluation Notes:
	tiwevaluation.vsupervisornotes
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