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SurveyTrak Overview & Login

SurveyTrak is a sample management system designed to support your interviewing efforts, as well as
those of the survey management team. SurveyTrak performs the following critical functions:

e Delivers sampled households to the interviewer

e Controls entry into the screener and main interview instruments
e Moves other SurveyTrak data from your laptop to ISR

e Transfers completed screener and questionnaire data to ISR

SurveyTrak survey management system is a Windows-based application typically installed on a project
assigned laptop computer for field-based interviewers.

Windows Login — After you turn your computer on, the Windows initial screen appears (it displays time
and date).

11:32

Wednesday, December 9

Press any key to bring up the login screen (Unlock the PC).

Unlock the PC

LS

l.: assword i‘

Enter your 8-digit ID (user name) and password in the password field.

Survey Research Center 3

ﬁ SurveyTrak



Launching SurveyTrak
After you have entered your password, your Windows 10 desktop will appear.

Note the various shortcut icons on your desktop. You can access SurveyTrak in one of two ways:

.

e Double click on the SurveyTrak icon 7

on the desktop, or

e Press the E key and scroll down the Start Menu to click on SurveyTrak 11

/() Search
Q Settings

EE SurveyTrak 11

T

e TeamViewer
B recrsminn

v

B videolan

o=

Now the SurveyTrak Logon window will appear. Enter the username and password assigned to you.
You can find your assigned username and password on the Interviewer ID and Login Sheet that you

received with your computer.

ﬂ SurveyTrak Logon X

| Enter a User ID and password to log onto SurveyTrak.
Cancel

User ID: [GEEEEEEE 4‘

Password: |

After you have entered your password, press the Enter key (or click OK). Note that the User ID is the
same 8-digit you use to login to your Windows desktop.

4
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Initial View
Every time SurveyTrak opens, you will see the Appointments/Projections window appear. You must click
Close to make the planner disappear before you can open Projects from the SurveyTrak toolbar.

Edit Tools Help

) < [ [ N & % 8 o a4 F
: \Projects) Transfer CaseNotes View/Edit Call Wizerd Planner Send/Rec Repors  Find Lock Sort

[l Aspointments/Projections

Project Sample Line Call # | App Date | Appt Time |

‘ Cumulative |
Hours

l Week Of | Contact Window |uoun Notes.

{isedn B0745700 IName: Jobn Gaias JPrgiact Noi Seiecled I JBuid 1516 SeadDale

Select Project :

In order to access a particular project in E s 0 7 X m % 8 o
SurveyTrak, you must click the Projects button

on the toolbar. This will open the Project
Selection window (note that the first project in

g =3

Sort  interview Bt

the list will be highlighted). ORI COVD Supp e et
[DAWN COVID Supp Main Train
. . . i [DAWN COVID Supp Screen Test
To select a project, either click on the project e
name or use your up/down arrow keys to scroll
through the selections. Once you have :ﬁ%@i'ﬁ
selected the desired project click the OK e i

button or double-click on the highlighted
selection to open the project.

oK Cancel
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Sample Tab

Once you have successfully selected a project, SurveyTrak will open the Project window and default to
the Sample tab, which lists all of your sample lines and corresponding respondent information for each
sample.

B SurveyTrak - o X
SuveyTrak Edt Took Help

| L a L a8 ¥ € B

ts _ Transfer CaseNotes View/Edit Call Wizord Planner cc Reports  Find Lok Sort Interview Bt

Address1:
Address2:
City:
State: AZ

714 Main St

Phoenix

Zip Code: 85001

Case Notes: [

# of Sample lines: 25

s GIT 2018 - Blaise 43 =y
Hisample | Etagress | B Transtertines | [Z]Transfer History | [AFinalized |
RC | Result w Result | Tel | FTF |LastCall | 6thCall | Wizard | ContObs S
ind | Sample1D | Code | Statws | Date | Calls | Calls | Mode |NoContact Actions | Status
B 212200 ] 000 | Swpuna [s0c0000) 0 S0 ]
242201 000010000 0 0
2422012 000010000 0 0
2422013 00/00/0000 0 0
2422014 00/00/0000 0 0
2422015 000010000 0 0
2422016 00000000 0 0
2422017 00/00/0000 0 0
2422018 00/00/0000 0 0
2422019 00/00/0000 0 0
Name: Mrs Graciela Martinez Phonet: (5

Setup and appearance may vary depending on the specific project’s needs and requirements. The top
half of the project window displays respondent information based on Sample IDs — the unique,
anonymous identifiers for survey respondents. Column headings denote the different types of
information related to each sample ID. You can sort the sample list by clicking on an individual column
heading. (For example, clicking on “Result Code” heading will sort numerically by result code.)

Respondent address information for the selected (highlighted) Sample ID is shown in the bottom half of
the window. This section may also include additional specific details that can vary from project to

project.

A project may have more column headings than can displayed within the visible project window. In
these instances, a horizontal scroll bar below the last listed Sample ID allows viewing these additional
column headings. Also notice the vertical scroll (found on the right of the last viewable column) that
allows you to scroll up and down to view the entire list of Sample IDs.

Elsample | Evagaress | K rranstertines | [X|Transfer istory | [Finalized |
RC | RCLS ‘ ‘ Sample | Bilingual wiw | Instrument | Result | Result w Wizard Intact
ind | Follow Up | Priority Sample 1D Type Needed _ LOC | Language | Release | Type | Code | Date Status | Actions In Area Family
| | 1008601-000 | INo | [English | T 0000 | 00/00/0000 | Suspend
1008602:000 [Voucher  No English 1cs 0000 00/00/0000
1008603-000 |Population  No English 1 cs 0000 00/00/0000
1008607-000 [Populstion  No English 2 cs 0000 00/00/0000
1008608000 |Voucher  No English 2! ics 0000 00/00/0000
1008610-000 | Voucher No English 1 jcs 0000 00/00/0000
1008613.000 [Population  No English 2 ‘cs 0000 00/00/0000
1008614-000 | Voucher No English 2 es 0000 00/00/0000
1008615-000 [Population  Yes Both 2 s 0000 00/00/0000
< >
€S Name: CHANNEL SMITH Name Gender  Age
Address1: 123 E MAIN ST Letter Status: PCG: CHANNEL SMITH Female 27
Address2: APT 2 Child 1: TANYA SMITH Female 10
Complex: Child 2: SARAH SMITH Female 7
SR CLEVELAND SSUM. MON, TUEWED, [THU, PR :8AT.
Stato: OH  ZIp Codo: 44102 900am-600pm: 0 0 0 O 00
Phone 1: (896) 9565999 Type: Cellular OK to Text 600pm-1000pm- 0 0 0 0 00
Phone2: ( ) - Type OK to Text: 1000pm-900am 0 0 0 0 0 0
Case Notes: |

Suspended at: RecordedIW_Consent

Line Count: 26

Survey Research Center
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When a project is open, you will see toolbar selections available at the top of the SurveyTrak window
except for the grayed out Projects and Send/Rec that are inactive.

BB surveyTrak
SurveyTrak Edit Tools Help

< 0 N <] 8 F @ DB
ts J Transfer CaseNotes View/Edit Call Wizard Planner \s Reports  Find Lock Sort Interview  Exit
p—g
Bsample |F;“Address | Transfer Lines l | x| Transfer History[ ﬁFinaIized I
RC RCLS Sample Bilingual w1Iw Instrumq¢
Ind | Follow Up Priority Sample ID Type Needed LOC | Language | Release Type
0 | [ | 100801000 JPopuiston N0 | naisn
1008602-000  |Voucher No English 1 cs
1008R03-000  |Pnnulation No Fnalish 1 cs

Should you need to do a Send/Receive (Send/Rec), you will have to close the project window by either
clicking Exit on the toolbar or clicking on the red X in the upper right hand corner of the project window.

At the bottom of the SurveyTrak screen, your UserID, Name, Project, the highlighted SID, Build and Last

Send Date are displayed.

RCLS Follow Up Column
A column on the Sample tab to note is Respondent

g 17 24
250PM
A @ T Q)

1/6/2021 %

Contact Logglng System (RCLS) Follow Up Respondent Hsample |F_§!Address | K transfer ines | [Z]transter History | [ Finalized
calls received at the central office are logged in the RCLS | smragan || RessEEa
application. If they receive a call from one of your 2 T —
sample IDs, you will get an e-mail notification of the el :
call. In order to view the call in SurveyTrak, you will D iLony fucier e :
H H 1008613-000  |Populati N E
need to complete a Send/Receive. Once the S/Ris e g |l aaion e 3
complete, an exclamation point will be visible in the 10T 15, 1004 B Zopuuetion:_[¥es :
“RCLS Follow Up” column under that sample ID number =
Name: CHANNEL SMITH
on the Sample tab. Address1: 123 E MAIN ST
BB surveyTrak
SurveyTrak Edit Tools Help
To view the call information, click the View/Edit button B2 0 m N o @
. . . . . . : Projects Transfer CaseNoted View/Edit [Call Wizard Planner S c Reports Find Lo
while the sample ID line is highlighted. This takes youto [adiam ~—F
the VleW/Edlt tabS, Where VOU WI” Choose the RCLS Hsample ‘mAddress |TransferLines I@iTransferHlstory] HFir
Follow Up tab. RC | RCLS ‘ ’ Sample | Bilingual
Ind | Follow Up Priority Sample ID Type Needed L
0 |t 1008601000 Jropuiaton No ||
Survey Research Center 7
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SurvevTrak

SurveyTrak Edit Tools Help

==l

“neﬁ;'As

Projects Transfer CaseMotes View/Edit Call'Wizard  Planner  Zend/fec Fepans

A o B g tl*‘

Find Lock Sont Interview Exit

Call Info

| RFespondent Address | Contact 1 Address

B view /Edit

| Contact 2 Address | Mailing

| Heusing Unit OEE

\ Scroll

RCLS Call Made
Call # lwer Id twer Name Call Status CallDate | Call Time [ Call Mode Other Specify
N
< -
<
r Contact Call Information
Call Moce: 800 #
Call Date: 10;/24/2006 Call Time: 10:34 AM Action Code: Leftvoicemail w) interviewsr
Purpose:| [ Payment Appointment O Refusal O Address Update [ Deceased
[ General Info O other
Notes

Needs to change appmt. Contact asap.

rRCLS Contact Followge

Call

RCLS Call #:1 Call Status: Open I

* = Required Field

Status

Follow Up Action ' Address R Concem:

© Atternpted Contact

' ResstAppt
s Completed W

] ' Finalized SID ' Other

 Callresolved by operatar

lwer Call Rec Link: Follow Up Date: Follow Up Time:

Follow Up Mode:

Bars

o — o =

= o000 AM = =

Save Close

There are three sections to the RCLS Follow Up tab:

The top section is a table containing information about the call. Note the scroll bars at the right and
bottom of this section. The scroll bars allow you to view multiple calls (if applicable) and additional
columns not seen in the window.

The middle section, Contact Call Information, provides a quick glimpse of the call. The central office
staff enters this information when a respondent calls the toll free number. In the “Notes” box, the
operator will enter any action that is required of the interviewer.

The RCLS Contact Follow Up section, at the bottom, is where you will input your follow up actions
regarding the call. As always, first record any contact with the respondent in the Call Wizard. Once
you have recorded your information there, complete the required fields (red asterisks) in this RCLS
Contact Follow Up section. If you select “Other” for the follow-up action, you will be required to
enter the specifics of that action.

If you click on the box on the right of the lwer Call Rec Link field, you can view all call records
related to this sample ID (see next page).

Survey Research Center 8

ﬁ SurveyTrak



SurveyTrak

SurveyTrak  Edit Tocls Help

=l=lx|

-] a 7 ) 2 ] e @ gL I

Fioject=  Transfer CaseMotes  WiewlEdt Callizard  Planner  SendiFe-  Feports Find Lock Sot Interview Eiit

B view /Edit x|
B call Info Link to RCLS Follow Up Selection il
i = PEEE

Call # Result Code ResultDate  ResultTime CallMode Call Notes

11401 07/14/2006 1004538 1
1 114815

0771472006 1004814 1

R luled app
call back VWed

24001

i

| Cance| |

Select and highlight the call record that corresponds to the action you have taken to close the call and
click OK. Once you have selected the call record that corresponds to the follow-up action, the date,
time and mode will automatically fill with the information from the call record. When you have
completed the follow-up actions, click the Save button on the RCLS Follow Up tab. Once you save the

follow-up action, you will not be able to go back into the call and make changes.

SurvevTrak - | Ll
SurveyTrak  Edit Tools  Help
B2 L] > 4 e # = Ll @ e
Projcts  Transfer CassMotes  View/Edt CallWizard  Plamner  SencfFec  Rspors Find Lock Sort Interview Exit
‘B view /Edit x|

Call Infar | Respondent Address | Contact 1 Address | Contact 2 Address I Mailing

| Heusing Uit OEE |

Call Mode

lwer Name Call Status Call Date | Call Time | Call Mode Other Specify
e B Cl B 0 W

osed 1L

L
RCLS
|| Call# twer Id
g
4

r Contact Call Information
Call Mode: 800 #
Call Date: 10/24/2006

Call Time: 10:34 Ahd Action Code: Left voicemail w/ interviewsr

Furpose: B Appaintrment [ Refusal [ AddressUpdate [ Deceased

O other

[ Payment
O General Info

MNotes

INeeds to change appmt. Contact asap

RCLS Contact Fallow Up

RCLS Call # 1

Call Status: Closed I

* = Required Field

Follow Up Action:

&l asilet—  Address Fi Concerns

" Finglized SID

 Attempted Contact

" Call resolved by operator

twer Call Fec Link:

= |c Completed My

" Other ‘

Follow Up Date:

Follow Up Time:

Follow Up Mode:

= [11:46 AM

= [Telephone

=1

3 _| = [11/03/2006 =]

Save

| Close |

Note that the Call Status indicates “Open” before you input any information. After you complete your
follow up, the Call Status changes to “Closed” and the exclamation mark is removed from the RCLS

column on the Sample tab.

Survey Research Center
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If a respondent calls the toll free number, but no follow-up action is required on your part, you will still
receive an e-mail notification of a call, but there is no exclamation point in the RCLS Follow Up column
on the Sample tab. This indicates that the call has been resolved, and there is no follow-up required by
you. You will be able to view the call in View/Edit, on the RCLS Follow-Up tab. Additionally, you may see
two or more exclamation points on one sample ID in cases where the caller has phoned more than one
time or you have not completed your follow-up for previous calls.

Address Tab
You can access the Address tab simply by clicking on that tab in the project window. The Address tab

lists the address information for each Sample ID. The setup of the Address tab is the same as the
Sample tab except that the column headings list address information instead of contact information.

Note: The column headings on the Address tab may vary from project to project.

i surveyTrak - a X
SurveyTrak Edit Tools Help
H < 0 A N ® % el » a F = =
Frojects Transfer CaseNotes ViewfEdit Call Wizard Planner Send/fec Reports  Find  Lock St Intenview  But
o DAW o] @
Hsample U\ Address ‘Transfar tines | [X]Transfer History | [AFinalized
~— | Street Post ~
Sample 1D Title FirstName | Middle Name LastName |Suffix| Number | Directional Street Name Suffix | Directional
Iv I e —— T — e R A
802621 Mrs. Sally Ann Copps 8909 Paul Ave
802631 |Mmr Joseph Allan 4821 Rodeo Rd Apt
802641  [Mr Frankin Robinson ¥ a2 Hill Crest Ln NW
802651  [Miss Becky Thompson 5833 Haplan st Apt
802661 [Ms Elizabeth B Manning 5859 43d st
805111 |Mr Fred Gore 4333 Istand or Apt
80512-1 Mrs Sally Ann Copps 8909 Paul Ave
805131 |mr Joseph Allan 4821 Rodeo Rd Apt
|< >
RC Ind: No Tel Attempts: 0
Result Code: 0000 FTF Attempts: 0
Result Date: 00/00/0000 Email Attempts: 0
IW Status: Mail Attempts: 0
Text Attempts: 0
Admin Attempts: 0

Notice that the lower section of the Address tab displays information found in the column headings on
the Sample tab. Information shown here will also vary from project to project. When moving between
the Sample and Address tabs, the same Sample ID remains selected. If you select Case Notes from the
toolbar, the case notes for the selected (highlighted) Sample ID will be displayed.

Survey Research Center 10
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Transfer Lines Tab

The Transfer Lines tab will display any Sample IDs that are ready to transfer to another interviewer (or
your TL) on your next send/receive transmission. Notice the different column headings including:

e Release e Transfer Supervisor
e Sample ID e Result Code
e Transfer Interviewer e [nterview Status
B surveyTrak = X
SurveyTrak Edit Tools Help
P8 <« 0 @ N o s & F a DB
Transf CaseNotes View/Edi Il Wizard Planner Send/Rec Reports Find Lock Sort Intervie Exit
ke GIT 2018 - Blaise 4.8 =]
Hsample | FEaddress Rl Transfer Lines ‘ [Transfer History | [ Finalized |
Transfer Transfer Result Interview
Release Sample ID Interviewer Supervisor Code Status
1 2338-010 69473459 01835779 4002 SUSPEND
1 2338-011 69473459 01835779 4002 SUSPEND
1 2338-013 69473459 01835779 4002 SUSPEND

The sending and receiving interviewers must each complete a Send/Receive in SurveyTrak before the

transferred line will be in the receiving interviewer’s sample. Please review the next page for the actual
process of selecting and transferring a Sample ID.

Note: The transferred line will be available for the receiving interviewer approximately 1 hour after the
sending interviewer completes the communication.

Survey Research Center 11
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Transferring a Sample ID
To transfer a sample line in SurveyTrak:

m SurveyTrak

SurveyTrak = Edit Tools

1. Gointo your work sample and highlight the SID you

Help

I+ Conduct Interview F2
i :  Projects rd Planner Ser
wish to transfer. e =
2. Click on upper Edit menu and select Tag for BRGIT201  Untag Transfer
Text File Transfer z
transfer F3 (or press <F3> key). Eisamp Transfer Lines
H H T Case Notes B (e
3. The Transfer screen will display. RC S Result
Ind View/Edit Alt+V Date
E- Call Wizard F10 u 00/00/0000
T 00/00/0000
00/00/0000
Eayment 00/00/0000
Transfe
BB Transfer X 100/0000
Sample Line Result Status Ci State Last Iwer ~ | Employee ID I Name ~ [00/0000
2338010 4002 Phoenix AZ 23955384 Bolt,David 00/0000
2338011 4002 Ypsilanti Ml 74881392 BurkettEvan |77
2338012 4202 St Clair Shores M 73029587 Bustamante Damaris
2338013 4002 Detroit M 61415606 Bzeih Nadine
2338014 1402 Toledo OH 01835779 Casey.Dianne
2338015 1501 Cleveland OH User 12, Test 15385892 Chalette,Polly
2338016 1401 Kokomo IN 69473459 Chatain Kelly
2338018 4101 St Louis MO 78187692 Chiu-Muniz,Yan
2338020 0000 Minneapolis MN 42816711 Cook,Sheryl
2338021 0000 St Paul MN 38792266 Coppola,Catherine
2338022 0000 Los Angeles CA 18251481 Crane,Sarah
2338023 0000 Fresno CA 31098452 Davis,Carol
2338024 0000 San Francisco CA 71817632 Ellis, Emmanuel
2338025 0000 Seattle WA 25727844 Espinoza,Maria
2338026 0000 Seattle WA 74605543 Fayad,Mary
2338027 0000 New York NY 41029436 Garcia,Janelle
2338028 0000 Albany NY TU27 Gawlas John
2338029 0000 Miami FL: I 98694848 Gerba Perry.Margaret -
Find SID Find IWER Transfer Cancel

In this screen, the box on the left shows the SID you have selected to transfer. You can also include
additional SIDs in this screen by holding down the <Shift> key and using the arrow on your keyboard to
go down or up to highlight more SIDs. There is also a Find SID button that allows you to search via result
code or sample line for SIDs to transfer.

To find the person to transfer to, click on Find IWER, and you will then see the following screen.

B Find
Find where
Find what

Search

I Last Name

X

LI Find Next

First Name
Employee Id

Cancel

Down v

™ Match Case

Help

You can search by Employee ID, First Name or Last Name. Once you have located the interviewer you
wish to transfer the line to, click Cancel.

Survey Research Center
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BB Transfer

Sample Line
2338010

2338014 1402
2338015 1501
2338016 1401
2338018 4101
2338020 0000
2338021 0000
2338022 0000
2338023 0000
2338024 0000
2338025 0000
2338026 0000
2338027 0000
2338028 0000
2338029 0000

Find SID Find IWER

Phoenix

Ypsilanti

St Clair Shores
Detroit

Toledo
Cleveland
Kokomo

St Louis
Minneapolis
St Paul

Los Angeles
Fresno

San Francisco
Seattle
Seattle

New York
Albany

Miami

Last Iwer Employee ID ]
74881392
73029587
61415606
01835779
OH 15385892
OH User 12, Test
IN 78187692
MO 42816711
MN 38792266
MN 18251481
CA 31098452
CA 71817632
CA 26727844
WA 74605543
WA 41029436
NY Tu27
NY 98694848
FL o [95120142

Transfer Cancel

Name
Burkett Evan
Bustamante Damaris
Bzeih Nadine
Casey,Dianne
Chalette, Polly

69473459 Chatain Kelly

Chiu-Muniz, Yan
Cook. Sheryl
Coppola,Catherine
Crane, Sarah
Daws,Carol

Ellis, Emmanuel
Espinoza,Maria
Fayad Mary
Garcia,Janelle
Gawlas John
Gerba Perry,Margaret
Ghossein,Susana

Now you see the Transfer window with the Sample Line highlighted as well as the intended receiving
interviewer. Click the Transfer button, and you will be asked to confirm the SID number and person it

will be transferred to.

Tag for Transfer
Click Yes to proceed.

Kelly(69473459).

. Sampleline(s) 2338010,2338011,2338013

are selected to be transfered to Interviewer Chatain

Do you wish to transfer these lines?

Yes No

You can now go back and review the Transfer Lines tab to confirm which Sample IDs are ready for
transfer. If you have selected a sample in error, see next page for Removing a Sample ID from Transfer.

ks GIT 2018 - Blaize 48

Hsample | J:\Address Transfer Line |3 Transfer History } [Jrinalized I
Measier”|  Transfer Result Interview l
Release Sample ID Interviewer Supervisor Code Status
1 2338010 69473459 01835779 4002 SUSPEND
1 2338011 69473459 01835779 4002 SUSPEND
1 2338-013 69473459 01835779 4002 SUSPEND

Survey Research Center
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Removing a Sample ID from Transfer — When reviewing the Transfer Lines tab, if a Sample ID has been
selected for transfer in error, follow the steps below.

1.

ok wnN

Transfer History Tab

ﬁ SurveyTrak

Highlight the Sample ID you wish to untag on the e trak | dit
Transfer Line tab. :

Click on the Edit menu.

Projects

Select the Untag Transfer option. B GIT 201
A prompt will pop up asking to confirm the untag. Hsamp
Click on Yes.

The Sample ID will now be removed from the Rele:

Transfer Line tab and will be displayed on the

Sample tab.

Tools Help
Conduct Interview
Tag for Transfer
Untag Transfer

Text File Transfer

Case Notes

UnTag from Transfer

- | Sampleline(s) 2422011,

= are selected to be untagged.

Do you wish to untag these lines?

Yes No

Tra

F7 i
2L [ran
Alt+V erv
cin L\»n

The Transfer History tab lists a history of the transferred lines that you have received and sample lines
you have transferred to another interviewer.

Once a transfer is received, SurveyTrak returns a “received” flag to the sending interviewer. Following
your next send/receive, an ‘x’ will appear in the box in the received column to signify that the transfer

was received.

You can sort this list by clicking on any heading (Sample ID, Receiving Interviewer, etc.).

80356-1

12/21/2020 01:57 PM

27

80748700

X

s DAW
Hsample I\ Address | i Transfer tines Transfer Hist ‘ﬂ;mamed |
i Transfer SendiMyem——r” Receiving
Sample ID Date and Time Interviewer Interviewer | Received
» 80464-1 12/21/2020 07:02 AM 80748700 TU27 g

Survey Research Center
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Finalized Tab

Once a SID is completed with a finalized code, it will go into the Finalized tab and not be in the Sample
tab any longer. The column headings are the same as in the sample screen, with a few additions, based

on project needs.

B surveyTrak - a X
SurveyTrak Edit Tools Help
2 < 0 =] L b 8 ¥ 1= c3
P s Transfer CaseNotes View/Edit Call Wizard Planner Send/Rec  Reports Find Lock Sort Interview Exit
ke GIT 2018 - Blaise 43 o ®
Hsample “JAddress | K rranster Lines | [Ziranser istory. {Finaliz
RC Result w Result | Tel | FTF | LastCall all | Wizard | ContObs
| Ind | Sample ID Code Status Date Calls | Calls | Mode |No Contact | Actions Status
[+ I T 77 O O )
2338019 1001 Complete 03152019 1 0 TEL Completed
2338-033 1001 Complete 0211972019 1 0 TEL Completed

Name: Emily Dickinson
Addresst: 126 Amherst
Address2:

City: Indianapolis

Phonef: (624) 505-9298
Phone2: ( ) -

Zip Code: 46211-

State: IN

Case Notes: |

# of Finalized lines: 3

Tip: If you cannot find a recent sample line in your Sample tab, you can check for it in the Finalized tab

(especially if it was a completed IW or final refusal).

15
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Case Notes

You will use Case Notes for any additional information or details that you would not enter in the call
record. Use them to quickly get the status of a given Sample ID from the project window. To enter a
case note, follow the steps below.

1. Highlight the desired Sample ID on the Sample tab.
2. Click the Case Notes button from the toolbar or press the <F7> key on the keyboard. The Case

Notes screen should now be displayed.
3. Once you have entered your text in the text field, save by clicking on the Save function.

4. To return to the project window, click Close.

EcCase Notes for 302102 ) x|

l

The case note information appears below the address in the lower window of the Sample tab.

16
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View/Edit

The View/Edit function is used to update respondent and contact address information for Sample IDs.
The tabs available vary depending on the needs of the project. The first step in using the View/Edit
function is selecting the desired Sample ID from the Sample Line or Address tab. Once the Sample ID
you want to edit is highlighted, access the View/Edit function by one of the following:

Click the View/Edit button on the toolb
Double click on the Sample ID.

Call Info Tab

ar

Each time you enter the View/Edit function, the Call Info tab will display, which allows you to view (but
not edit) the calls you have previously entered for this Sample ID.

il x|
SurveyTrak  Edit Tools  Help
28 )| o ’A = # on [l iri 03
Fiojests Transfer CaseMotes ViewEdit Callizard  Planner  Send/Fec Reponts Find Lock Sort Interview Exit
x
RCLS Follaw Up |
Respondent Address | Contact 1 Address | Contact 2 Address | ‘Web Logging | kdailing Tab |
Phone # Result Contact Contact Obs
Call # Iwer Call Date Call Day Call Time Called Mode Code Window Code Status
1 BEHA3AHE 54152008 Thursday 1051 AM  (555) 5RG-REES | TEL 14m 4
2 A5HI3AHE 54152008 Thursday 1051 A FTF 3001 4
x
A1l Notes Case Motes CeETIaR | Call# Date Time Mode Proj Status Iwer Name Ph # Called
— - = 111/6/2003 210PM  TEL Scrm 4001 Deb'Wilson (734) 5556465
= Notes: Creating an initial call record as a test.
[ serD: 85263358  [Mame: Jeannie Baker [Project GIT 2003 211/14/2003 850AM  TEL Sen 3001 DebWison (734) 5556485
Notes: Second test of call records.
The All Notes button on the lower left of the
Call Info tab allows you to view all of the calls
and call record notes entered by you for this
respondent. Remember, this is only for
viewing notes — to edit and enter calls, you
must access the Call Wizard function from I I o
. 4 »
either Sample or Address tabs.
Print Close ]
Survey Research Center 17
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Address Tabs
Depending upon the project, there may be multiple address tabs displayed for the sample ID you have
selected (such as physical address, mailing address, contact address, etc.). You may edit this address
information in this window. Click into the field that you wish to edit and make the appropriate changes.
Remember to click on the Save function along the bottom of the window before closing.

SRS

SurveyTrak  Edit Tools  Help

“maag-qssnw%’@m

Projects Transfer CaseMotes Miew!Edk CallWizard  Planmer  SendFec Reponts Find Lock Sart Interuiew Exit

B view /Edit x|
RCLS Fallow Up |
Call Info Respondent Address | Contact 1 Address I Contact 2 Address | ‘Weh Logging | hailing Tak I

Sample ID: 1000-062 * Required Field

Title * First Name Middle Name * LastName
Name: IMr I.Juhn I>< IDDE!l

= Addressl: IEE4EH Sheridan Ave

Address2: I#WD

* City: [Apple Walley

* State: [NY « * Zip: [14087-
Phone: [ )1 - Ext: Phone Type: -
Phone2: I( 1o Ext2: Phone Type2: -
E-mail: I
Save | Close |
[|UsenD: 88969388 [Name: Jeannis Baker |Project GIT 2003 |SID: 1000-082 |Build: 100413 [SendDate: 05/14/08 0156 Pk

If you do make changes on the View/Edit tabs and click on Close, SurveyTrak will prompt you with
message “Changes are made to this tab, do you wish to save?”

To exit from the View/Edit function, click Close.
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Planner

The Planner feature displays appointments or commitments that have been recorded for Sample ID’s in
the Call Wizard. Additionally, interviewers will enter weekly work hour projections here. Every time you
initially open SurveyTrak, the “Appointment/Projections” screen will pop up.

Here are two ways to directly call up the Planner:

e Click the Planner button on the toolbar
e Select “Planner” from the upper Edit menu

=+

H < [ N fE) # » 8 F = B

Project: Transfer CaseNotes View/Edit Call Wizard Planner JSend/R Reports Find Lock Sort Interview Bxit
S~

-+ o | ® =

Hsample

RC

o

| v

RCLS

Ind | Follow Up |

B Appointments/Projections

Project [ Notes

Sample Line Call# | AppDate | Appt Time |

Cumulative

Project Week Of Contact Window Hours Hours Notes

cs

Name: CHANNE

Specify

Intact ~
Family

Address1: 123 E MA
Address2: APT 2
Complex:

City: CLEVELA
State: OH
Phone 1: (898) 956-5¢

Phone2: ( ) -

Case Notes:

Insert Delete Close

Appointments and Projections

The planner window show both appointments (top half) and the Interviewer work projections (lower
half). Appointment entries are the result of result codes in the Call Wizard. Appointments for the next
three weeks appear — note that these entries cannot be edited in this window (enter changes via Call
Wizard).

‘B Appointments /Projections

x|

Project | Sample Line | CallNo. | Appt Date | Appt. Time | Notes |
SurveyTrak Demo 1631261 1 p7r24r2007 11:00 AM
SurveyTrak Demo 1631265 1 07/27/2007 09:00 AM
Cumulative
Project Doy WWeek Of Contact Window Hours | Hours: Notes Specity
SurveyTrak Demo FWed, JulZE, 2007 | 07/22/2007  Mon - Fri S.00AM-5:53PM 6.00 6.00
Edit Insert Delete Save Close

Survey Research Center
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Entering New Projections — Interviewers submit weekly time projections for each project they are
currently working. Please be aware that it is important to enter projections. To enter a new time
projection, click Insert and a new line will appear.

Cumulative

SurveyTrak Demo

Project Day Weask Of ContactWindow Hours | Hours Notes Specity
SurveyTrk Demo FA/edt Jul 18, 2007 07/16/2007  Mon-Fri 8.00AM -5.53PM 500 500
SurveyTrak Dermo (Wed Jul 25 2007 07/22f2007  Mon - Fri 9:00AM -5:53PM 6.00 6.00

|« [« ]«

(Thu, Jul 26, 2007 07/22/2007  hon-Fri 3:00AM-5:59PM 300 .00

Edit Insert Delete Save Close

Project

Day

Week Of

Contact
Window

Hours

Cumulative
Hours

Select the appropriate project from this drop-down menu of projects
assigned to the interviewer.

The interviewer selects the day from a calendar pop-up. The day will
be recorded in this format: Wednesday, July 25, 2007.

The data collection week is automatically entered based on the
calendar day selected.

Use the drop-down menu to choose which calling window you will be
working in. The options are:

Sun — Thur 6:00PM — 9:59PM

Fri — Sat 6:00PM — 9:59PM

Sat — Sun 9:00AM — 5:59PM

Mon — Fri 9:00AM - 5:59PM

Sun — Sat 10:00PM — 8:59AM
The interviewer should only choose one call window (even if the
block of time the interviewer will work extends into another call
window). The interviewer should choose the call window that
reflects the window in which work will start.

Enter the number of hours the interviewer is going to work within
the chosen call window on the selected day.

This column sums the hours entered on the preceding rows and the
current row in a given week by project.

Survey Research Center
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Notes This is a drop-down menu which allows the interviewer to note why
projections may be less or more than expected. Options include:

® |liness/Injury/Medical

® Personal

® Vacation

® \Weather

® Other (pops up a window in which you enter the reason)
Specify If “Other” is selected under the Notes column, the reason you enter

in the pop-up box is displayed here. You may use the Specify field to
provide additional information to the Notes field (for example,
“travel dates are 7/21 through 7/28”). To see the entire explanation,
click the button next to the row.

Please note: sensitive/personal details should not be included in the
Specify field.

Click the Save button at the bottom of the screen when you have completed each entry. If you enter a
line in error, highlight the line and select Delete. Once projections are complete and no further edits are
needed, click Close to exit this screen.

Tip: You may enter multiple projections for a single day to represent work across more than one
project.

Editing Projections — If edits to previously entered projections are needed, the interviewer can highlight
the row and click Edit to make changes. You may change projections for the current and future dates
but note that past projections cannot be modified.

Curnulative
Day \Week Of Contact Window Hours | Hours MNotes Specify

| <] suyzooz 5| 007 Mon-Fii G00AM- 55OPM 5.00 5.0

Su Mo Tu WeTh Fr Sa
123 4685 B 7
8 9 10 1112 13 14
15 16 17 [T6 19 20 21
22 23 24 25 26 27 28
29 30 31

Edit | Insert | Delete | Seve | Close |

Once you have made your edits, click Save. To exit the Planner window, click Close.
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Call Wizard

The Call Wizard is used to enter calls or contact attempts that you have made to respondents. Like the
View/Edit function, first step is selecting (highlighting) the desired Sample ID. Once selected, you can
launch the Call Wizard in one of three ways:

W durveyirax

e Click on the Call Wizard button on the toolbar e B i
o Select “Call Wizard” from the upper Edit menu 2

Conduct Interview F2 ‘
frd Pla

e Press the <F10> key I e N
Hsamp Text File Transfer .Trans
o . e nC CuseNotes 7 "s
Projerts._ Tranafer. CaseNotes Vi m an§w H%er Ses ?Jﬂ Rarﬁ :a Letk sl:\ mg‘:m El = et At jmele
— — SendfRec N | :.nw.ma F10
Call Info — 08603-
Cullﬁ‘ Iwer Call Date Call Day | Call Time | Mode MToedls ’:?eosc;,: S::’a‘ 'Iel‘r)l:)e‘ Inbound Rels.le!:::ce CL:::I:Z::‘I)‘;J li Status i Contact Details
| 127 | 011672021 [Saurday | 0516 PM [Tl [Don Know | 4001 00/000000 | 00 00 A ||
*Required Call# 1 Iwer: tu27 * Mode:[TEL  +| * Tel Mode: [DontKnow v|  Riinf Timezone: [Eastem Time ~l
Use this contact info: | j ComactDelails:[(E?B)956-5999
* Date: [1/16/2021 +| * Time:516PM  * ResultCode:[4001 «|
Inbound: [No ~| * Problem Encounter:[No  ~]
* Notes: [Some general notes about call
Al Notes | Case Notes Insert Delete | Modify | Next Close
All Used to view all the Call Record Notes for the particular Sample ID. Note
Notes that this is similar to the ALL NOTES function found in the View/Edit
function.
Case Used to view Case Notes written for this Sample ID. You can use this
Notes button to add a case note from within the Call Wizard.
Insert Adds a new call record line. You may not enter calls out of date and
time order. Valid data must be entered in both the Mode and Result
Code fields before SurveyTrak will let you save and continue through the
Call Wizard.
Delete Used to Delete a call record line entered in error. You may only Delete
the last call record for a Sample ID.
Modify Used to make changes to the last call record.
Back Returns you to the previous screen.
Next Takes you to the next screen.
Close Terminates the Call Wizard, closes the Call Info box and returns to the

Project window. This function is primarily used at the completion of an
interview to avoid entering Interviewer Observations screen while with
the Respondent.

Survey Research Center
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Entering a Call Note or Contact

1. Highlight a Sample ID on the Sample Lines tab and click on the Call Wizard button on the toolbar.
2. Click on the Insert button. A new Call Record line is inserted (see below).

o ol Wizard x

Call Info

Tel Result Appt Appt Resistance Likelihood of Contact Obs
Call # Iwer Call Date Call Day |Call Time | Mode Mode Code Date Time Inbound Level Completing IW Status Contact Details
1 w27 01/16/2021 Saturday 0516 PM Tel Don't Know 4001 00/00/0000 00:00 AM Complete (898) 956-5999

| w27 | 01162021 [Satuday ] 0922PM Jlel _[Call [ _oo0gloomonoooolooooam | [ | [®®§s6so |

< >

*Required Call# 2 Iwer: tu27 * Mode:[TEL -] * Tel Mode: [Cell ~|  Rinf Timezone: | ~|
Use this contact info:  [R ph1 (898) 9565999 ~] * Contact Details: (698) 556-5999

* Date: [1/16/2021 -| * Time:[0922PM  * Result Code:[0000 |

Inbound: [No +| * Problem Encounter: ~]  [1001 Complete Interview A
1005 Partial Complete
1401 Answering Machine/lntercom Reached-No Message Left

1402 Phone/Text/Intercom Reached-Message Let
2003 First Wrong Number for R
* Notes: 12004 R Number No Longer in Senvice
3001 No Contact-No One Home/Mail, Email, Text Sent
3002 Phone Busy v

All Notes | Case Notes Insert Delete Finish Close

3. Click into the Date field to change the date (if necessary).

4. Click into the call Time field only if you wish to change from the current time. To change AM or PM,
you must type “A” or “P” over the one you wish to change.

5. Click into the Mode field to select the appropriate mode: FTF (face-to-face) or TEL for telephone (if
TEL then you will see Tel Mode field appear).

6. Click into the Result Code field to select the appropriate result code. Choose the appropriate code
from the drop-down list of selections.

7. Click into Note field and type your note for that call.

8. Click the Next button to continue with the Call Wizard.

9. Depending on the result code that you entered, the wizard will determine whether you have other
wizard actions to complete. If the result code you have entered does not require further action, click
the Finish button to close the Call Wizard and return to the project window.

If the Result Code you have entered does require further wizard action, you will need to complete one
or more of the following observations. (See next page.)
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Please note that these observations may be project-specific and used differently than the example

depicts.

Household Observations — Asks you to complete Housing Unit Observations when you record a face-to-
face contact. Answer the two questions and click Next or Finish (again, depending on your result code)

when completed. As above, Finish returns you to the project window.

- ;
i Call wizard

Housing Unit OBS

Sample Id: 1082002

~HU1. STRUCTURE
Which of the following best describes this structure?

¢ 1. Single family home (including townhouse)

(2. Structure with 210 9 units

3. Structure with 10 to 49 units

4 Structure with 50 or mare units

(" E. Mohbile home

7. Other {Specify}

~HU2. IMPEDIMENTS

Are there any physical impediments to entry of this structure?
{CHECK ALL THAT AFPPLY}

[~ 1. Locked commaon entrance, no public access to unit

[~ 2 Locked gates

[~ 3. Doorperson or other gatekesper

[~ 4 Access to units controlled through intercom eystem

[~ 5 Mone ofthe above

Back

Einish

Close

Contact Observations — If you have made contact with a Respondent or Informant, you will be directed
to complete a Contact Observation. Click on the Contact Observation button to continue and answer
the questions as indicated.

7. o
w3 Call Wizard

Contact Obs Application

]

Contact Observation

Back

Finish

Close

Survey Research Center
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ﬁ Call Wizard X
Contact Obs Application

Doing post interview process.

_ Back | _Fmsh | _Cose |

After clicking the Contact Observations button, the Blaise instrument launches automatically (“Doing the
post interview process”) and presents a series of questions.

ﬂBIaise 4,7 Data Entry - ¢:\blproj‘obs’gitfield‘contobs\work\gitfield_co

+ Did the informant/respondent make any comments related to the following topics?
+ ENTER all that apply

+ Press [Space] or [-] to separate responses

1. Time or burden [78. Surveys are voluntary

™ 2. Lack of interest [79. Incentive insufficient

™ 3. Confidentiality [796. No statement given
Personal or sensitive questions [T 97. Other - specify

Purpose of study
™ 6. Government
7. "Why me"
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ﬂBIaise 4,7 Data Entry - ¢:\blproj‘\obsgitfield‘\contobs‘work‘gitfield_co

+ Did the informantirespondent ask you any questions about the project?

+ For example, "What's all this about?”, "Who is paying for this?", and "How long will
the interview take?"

&1 Yes

=5 No

Contact Observations continued.

ﬂBIaise 4.7 Data Entry - c:\blproj\obs\gitfield‘contobs‘\work\gitfield_co

+ You have reached the end of the Contact Observations.

+ ENTER [1] to complete

@ 1. Contact Obs complete
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Interviewer Observations — Once an interview has been partially completed or completed, SurveyTrak
will ask to launch the Interviewer Observations application. Click on the Interviewer Observations
button to open the application and answer the subsequent questions.

aCaII Wizard x|
Interviewer Obs Application
Interviewer Observation
Back Einish Close |
ﬂ Blaise 4.7 Data Entry - ¢:\blprojiobs\gitfield‘iwerobs‘\work" gitfield_io il
Forms Answer Options Help

+ What was the mode of contact with the informant/respondent during the introductory conversation?

1. Spoke over intercom or telephone

2. Spoke through a closed door

3. Spoke through an open door / screen door / storm door
4. Face-to-face, both of us outside the HH

5, Face-to-face, both of us inside the HH

Interview Mode |_
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ﬂBIaise 4.7 Data Entry - c\blproj \gitfieldiwerobs’\work'gitfield_io il
Forms Answer Options Help

+ Whether or not he/she used these exact words, did the informant/respondent make any
of the following comments?

+ ENTER all that apply

+ Press [Space] or [-] to separate responses

1. | amtoo busy / | don't have time [ 11. I'm not interested

2. This is a bad time / Can you come back later [712. | don't know anything about the survey topic
3. Let me think about it [713. I'm not married / | don't have a partner / | don't
4. Surveys are a waste of time have any children

5. | don't trust surveys 714, I'm too young

[~ 6. Surveys are a waste of taxpayers’ money [715. The government knows everything about me
7. | never do surveys already

8. | like to do things that help the community [716. Other - specify

9. | enjoy doing surveys [717. No comments

[~ 10. Yipu'll ask too many personal questions /
| don't want to talk about these kinds of things

Respondent Comments

102 [ 1085005 | 08/24/2008  [10:57:36 AM |version Date: 04/25/2006 [Version Time: 3:12PM

ﬂBIaise 4,7 Data Entry - c:\blproj‘\obs\gitfield\iwerobs‘\work‘gitfield_io il
Forms Answer Cptions  Help

+ Did the informant/respondent ask questions about any of the following topics?
+ ENTER all that apply

+ Press [Space] or [] to separate responses

1. What's the purpose of the survey? / [76. Can | get a copy of the results?
What's this all about? [”'7. How much is the incentive?

™ 2. Who is paying for this? / Who is the sponsor? ["'8. Other - specify

3. Why / How was | chosen? [79. None

" 4. How long will the interview take?
5. Who's going to see my answers?

R Questions ||
| 10 3 [ 1085005 [ oB/24/2006  [10:58:18 AM [Wersion Date: 04/25/2006 [Version Time: 3:12PM
Survey Research Center 28

a SurveyTrak



ﬂBIaise 4.7 Data Entry - ¢:"\blproj\obs\gitfield\iwerobs\work\gitfield_io

+ You have reached the end of the Interview Observations.

+ ENTER [1] to complete

1. Interview complete

Once you have completed the Interviewer Observations, click Finish to return to the project window.
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Entering Call Note with an Appointment
For calls you code as appointments or “best time to call,” an appointment time and date field will
appear to the right of the mode and result code fields, as seen below:

Note: You must enter a four-digit year in the appointment window and the appointment time field must
include AM or PM.

To set the date you may either type it in as MM/DD/YYYY or click on the drop down arrow and select it
on the pop-up screen that appears.

B Call Wizard

Call Info

| Tel Result | Appt Appt | Resistance Likelihood of | Contact Obs
Ca||a| Iwer Call Date | Call Day |Call Time | Mode | Mode | Code | Date Time | Inbound | Level Completing IW Status Contact Details

162021 0516 P4 oviazizn | 100 | 1 Commeie a8 956599

<

“Required Call#: 1 Iwer: tu27 * Mode:[TEL  ~| * Tel Mode: [Cell ~|  RiInf Timezone: [Eastem Time ~|
Use this contact info: [ ~| * Contact Details: (898) 956-5999
* Date: [1162021 +| * Time:0516PM  * ResultCode:[4202 +| * ApptDate: [1118/2021 | * Appt Time: [T 00AM
Inbound: [No  +| * Problem Encounter: [No - <| Januay 2021 5|
SuMo TuWeTh Fr Sa
12

34567839
1011 12 1314 15 16
* Notes: [Some general notes about call 17fig1s 202 22
ABBABAN
3

All Notes | Case Notes inset | Delete | | | Next | ciose |

Using Call Wizard after completed Interview — Once you have completed an interview, the Call Wizard
will open and take you to the Respondent’s address information screen. If needed, click into the field
you wish to update and click the Next at the bottom of the window when you have completed entering
your information for that screen.

Note: A different series of screens may appear because they can vary from project to project.

The Call Wizard eventually takes you to the address window for this Sample ID. Use the Close function
to avoid entering the Interviewer Observations and return to the project window.

BB Call Wizard X
Address
Sample ID: 2103401-000 Limited Access: Sample Type: Population *Required Field
 Title * First Name Middle Name * LastName Suffix
Name: [IRSINIINE ~ | (CHANNEL [ [smiTH [
Complex: |
Number irecti * Street Name/PO Box Street Suffix Post-Directional
fiz3 [East ~] AN [sT ~[ ~]
Unit Type Unit
AFT <
* City: [CLEVELAND
* state:[OH ] * Zip: B4102- Email:
Phone 1: [[898) 956-5999 Phone 2: [ ) -
Type: [Cellular ~l Type: ~]
OK to Text: - OK to Text: -
Notes:
Next Close
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Interview

The interviews will be completed using Blaise which is a computer-assisted interview (CAl) system. This
system guides you through the interview questions, displays helpful instructions, collects the recorded
data, and alerts you when a response is incorrect or invalid. Blaise is an extremely powerful and user-
friendly application that is easily learned. You launch Blaise to initiate the Interview process by
highlighting the sample ID and doing one of the following:

e Click on the Interview icon on the menu.
e Pressthe <F2> key

SurveyTrak will initially open a window to select a mode (Face-to-face, lwer’s cell phone or lwer’s
landline phone). Click on the appropriate mode to proceed.

5] » 8 Flfa\B

oroet M SurveyTrak X Reports Find Lock sort Ninterview ) &t
L ; Are you speaking with the respondent face-to-face, = L
2
s Using your ol phon, or sing your landiine phone? Bt | [ einalized |
71l € Face-toface e | Bilingual wiiw Instrument | Result | Result w Wizard Intact ~
| @ iwer's cell phone Needed  LOC | Language | Release | Type | Code | Date | Status | Actions In Area Family
L No English 1 cs 4001 011162021 Suspend
0 b R S = S N Y S I S
No English 1 ics 0000 00/00/0000
No English 20 5 0000 00/00/0000
_ ok | _canca | No English 2 cs 0000  00/00/0000
No English 1 cs 0000  00/00/0000
771008613000 [Population  No English 2 cs 0000  00/00/0000
1008614-000 [Voucher Mo English 2 ©8§ 0000 00/00/0000
1008615-000 |Population Yes Both 2 cs 0000  00/00/0000
< >
€S Name: ZANE WHITE Name Gender  Age
Address1: 345 MOON AVE Letter Status: PCG: ZANE WHITE Male 24
Address2: Child 1: KIM WHITE Female 6
Complex: Child 2:
City: CLEVELAND SUN MON TUE WED THU FRI SAT
State: OH Zip Code: 44102- 9:00 am - 6:00 pm 0 0 0 0 0 0 0
Phone 1: (898) 4565444  Type: Cellular OK to Text: Yes 600pm-1000pm- 0 0 0 O 0 0 0
Phone 2: (738) 233-4500 Type: Cellular OK to Text: 10:00 pm - 9:00 am 0 0 0 0 0 0 0
Case Notes: | |
Line Count: 26
For projects using Blaise 4.8
o = ®[=
Hsample |UAdaress | K Transtertines | [X]Transfer istory | [AFinalized |
RC RCLS Sample | Bilingual w1 iw Instrument | Result Result w Wizard Intact ~
ind | Follow Up Priority Sample ID Type | Needed  LOC | Language | Release Type Code Date Status | Actions In Area Family
1008601-000  |Population No English 1 cs 4001 01/16/2021 Suspend
[ I T e s
10081 |SurveyTrak is working!
10081
10081
10081 Conducting Interview.
10081
10081 Please wait for Blaise to launch. To return to Blaise if it is already running use the ALT TAB keys.
10081
>
cs Name: ZANE WHITE Age
Address1: 345 MOON AVE 2
Address2: 6
Complex:
City: CLEVELAND FRI_SAT
State: OH Zip Code: 44102- |SurveyTrak is waiting for you to complete another task. 10
Phone 1: (898) 456-5444  Type: Cellular ——— URwWTEXC TES —OUWPM-TUWPT U U U U v~ 0 0
Phone 2: (738) 2334500 Type: Cellular OK to Text: 10:00 pm - 9:00 am 0 0 0 0 0 0 0
Case Notes: | ]
Line Count: 26

Once the mode is selected, the Blaise instrument displays that it is launching the interview.
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If the sample line was previously suspended (incomplete interview), select whether you want to
Complete Interview (resume) or Readback Interview. If this is a suspended interview, you also have the
option to Cancel this process.

& e =
i sample IY,‘Address | R rransfer tines | (@] Transter History | [dFinalized
RC | RCLS Sample | Bilingual wiw Instrument | Result | Result w Wizard Intact A
Ind | Follow Up | Priority Sample ID Type Needed  LOC | Language | Release | Type | Code | Date | Status | Actions In Area Family
1008601000 |Population  No English * €S 4001 01/16/2021 Suspend
[ 100 ) — (]
10081 |SurveyTrak is working!
10081
10081 Preparing for Interview.
10081
10081 Complete or Readback Suspended Interview
e Case 1008602000 is a suspended interview. Would you like to complete or readback
10081 (review) this suspended interview?
>
€S Name: ZANE WHITE —_ Age
Addresst: 345 MOON AVE Complete Inteniew | | _Readback Intenview | Cancel %
Address2: 6

Complex:

City: CLEVELAND

State: OH Zip Code: 44102-
Phone 1: (898) 456-5444 Type: Cellglar———— OmRwrexcres  ououpm-uepm. v U U U U

SAT

[Please wait...

-
S

For projects using Blaise 5
Once the mode is selected, SurveyTrak displays “Preparing for interview”

|SurveyTrak is working!

Preparing for Interview.

Please wait...

Blaise Data Entry Program

\\ 7}

Then you may see “Blaise Data Entry Program” window appear for a few brief moments (spinning
wheel).
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Health and Retirement Study

Health and Retirement Study

Press 'start’ once to begin the interview - the questionnaire may take a short time to load.

Start

Study

Suspend DK RF English -

7 o

*This survey is intended for Julie White.
* Are you interviewing Julie, or doing a proxy for Julie?
« If you have the wrong R, suspend this case and select the correct line.

1. CorrectR - go on

Sample 1D: 1630900010 | Version Date: 01-31-20 | Version Time: 9:42:00 | Current Date: 1-27-2021 | Current Time: 14:19:20 | V.1.6 | SecA.Startinterview.A006_

The interview opens to the first question and response field. Note that in Blaise 5 there is a top menu
where the selections Suspend, DK (don’t know), RF (refused) and when applicable, language (English is
shown in above example).
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Digitally Recorded Interviews (DRI)

Projects typically record selected interviews for quality control purposes. Upon launching an interview,
one of the first questions you will encounter involves the respondent’s consent for recording. When the
question is displayed, the recording has begun in order to capture the respondent’s response and if
granted continues during the interview. If consent is denied, no further recording is made. (Generally,
there is no indication that the interview is being recorded.)

After you have completed the interview, Camtasia will begin to process the recording you just made.
Depending on the length of the interview, this could take a few minutes and you may see a screen
indicating the progress. Upon completion of the processing, you will see the following message:

Call Info
Phone # Result Contact Contact Obs

Call # Iwer Call Date Call Day Call Time Called Mode Code Window Code Status

1 85969388 07/14/2006  Friday 10:45 AM (555) 555-5555 TEL 1401 4

2 85969388 07/14/2006  Friday 10:49 AM (555) 555-5555 TEL 4001 4 Suspend

Digitally Recorded Interview 1 L[
Ni) Processing of the digitally recorded interview is complete.
Call #: 3 Iwe - (555) 555-5555
OK
Call Date: [11/3/2006 v Call Time

Notes: Contact Window Code: 4

Note: You cannot close the call record or begin another interview until you get the “Processing of the
digitally recorded interview is complete” message.

Pausing or Stopping the Recording

It is possible for the interviewer to pause the recording by pressing Ctrl + Shift + 4. Resume recording by
pressing Ctrl + Shift + 4 again. You can also select Ctrl + Shift + Q to end the recording process for the
remainder of the interview. It should be extremely rare to employ these controls as other options may
exist in a given interview situation (see below).

Best Practices

You may encounter a respondent who decides that they do not want to have their
responses to specific questions recorded — certain information requested during the
interview may be very personal or private. Best practices suggests suspending (Alt + X)
the interview at that point to end recording and adding a call note. Then resume the
interview beginning with the consent question so that they may decline recording
before moving on to the sensitive question(s) portion previously suspended so no
further recording will occur during the remainder of the interview.
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Send/Receive

The Send/Receive function is used to communicate with the ISR servers in Ann Arbor, Michigan. Utilizing
an Internet connection, it enables transmission of data collected in the field as well as permits updating
the system files used by SurveyTrak for your project. Sending and receiving is a critical part of your daily
routine. Before you begin the communication, be sure to confirm and update your records so that the
data you transmit are as accurate as possible.

Note: You should be sending data back to ISR at least once a day.

Internet connectivity is required to perform the Send/Receive and can be accomplished using a wireless
network or wired Ethernet connection. Your laptop is also configured with a VPN connection to encrypt
the data communication so that you may use any home or public network. To communicate in
SurveyTrak (Send/Receive) you must first close or exit your Project screen.

e Connect the laptop to the wireless (or wired) network with Internet access.

e Connect the SurveyTrak VPN
e Click Send/Rec on the SurveyTrak toolbar.

VPN Connection Sequence

oR SRO VPN

g After clicking on Connect, you should see the status “Completing

H ”
o SurveyTrak VPN the connection

o SRO VPN

SurveyTrak VPN Backup o SRO VPN Backup

og) SurveyTrak VPN
Basementnet

Connected, secured Completing the connection

Properties Cancel

Disconnect Oyo SurveyTrak VPN Backup

DIRECT-4B-HP Officelet 3830

Secured

3

OZJ SRO VPN

0? SRO VPN Backup

If successful, the status will

"

o 3:22PM . .
A~ @z ) 1onga0 indicate “Connected”.

oza SurveyTrak VPN
Connected

Disconnect

oR SurveyTrak VPN Backup
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N . @
Initiate Send/Receive s:nd/rec

B SurveyTrak

= o x
SurveyTrak Edit Tools Help
P 4 N @ # s 84 F & B
i Projects Transier CaseNotss View/Edit Call Wizerd Planner Send/Rec Reports  Find Ext

SurveyTrak Dialer X

Please dlick on VPN on your desktop then do a send/receve in
Surveyfrak.

o |

If you forget to establish the VPN connection before clicking on Send/Rec, you will see this error
message displayed on the SurveyTrak screen.

T

k Edit Took Help

# 8 » & F =

i < 1] 2 X @
|} Projeds Transfer CoseNotes View/Edt Coll Wizerd Planner _Send/Rec Reports  Find __Lock

0 Do you wiant to send DRI files?

\ [E ]l

With VPN connected, clicking Send/Rec will prompt to ask, “Do you want to send DRI files?”

It is generally recommended to always click Yes to ensure that any DRI files stored on the laptop are
uploaded during the data transmission.
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T surveyTak o
SurveyTrak Edit Tools Help

o % £ a F = B
Bxit

< ] a4 N =
: projects Transfer_CaseNotes View/Edit Call Wizard_Panner _ Send/Rec _Reports

[mmc—,

Setting DRI update flag = Connection Successful
Performing First Database Update . done

g DRI Update .. Please wait _ Please wait_ Please wait . Please
Performing database replication lease wait .. Please wait .. Please wait _. Please wait .. Please wait.
vait.. Please wait .. Please wait .. Please wait .. Please wait .. Please
Jease wait.. Please wait... Please wait. Please wait... Please wat...
vait_. Please wait. . UNPROC CAMREC Files Copied to server. UNPROC
Copied to server. done

Communication Progress window is visible during the send/receive process

SurveyTrak  Edit Tools Help

o [ N i 2

<
i Projects Transfer CaseNotes View/Edit Call Wizard Planner _Send/Rec Reports __Find

4 F =u B
i Bxit

Lock Sort

SurveyTrak

e Communication Completed
Total download time: 2.6 minutes

o]

Upon successful completion of the transmission, you will get the “Communication Completed” message.
If you get an error or a message that the server was busy (“try again in 15 minutes”), you will have to
initiate another send/receive.

SurveyTrak Updates
Occasionally your project will require SurveyTrak file updates and you will be notified to complete two
(2) send/receives to pick up files. During the process, the Download Status window should display.
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SurveyTrak download in progress

Bl surveyTiak - 6 ¥
SurveyTrok Edit Tools Help

i X % L

i projects Transfer CoseNotes View/Edit Coll Wizard Plonner _Send/Rec_Reports _Find

a ¥

Lok Sort

D_AMPCS2020_Scrbdm Waiting To Download
D_AMPCS2020_ScrHLP Waiting To Download
DAMPCS20UPDTST2012165 VBS Waiting To Download
D_AMPCS2020_ScrRB diw Waiting To Download
D_AMPCS2020_Scr.diw Waiting To Download
CDS19REUPDTST201216 VBS Waiting To Download
D_AMPCS2020_Scr bxi Waiting To Dovnload
D_AMPCS2020_Scr bmf 1910 Waiting To Download
|ASCtoBla.msu 964 Waiting To Download
74_pegeg_spa html 631 Waiting To Download

Total Files to Download: 15 Estimate Time Remaining Current File: [ § Seconds
Files Downloaded: Estimate Time Remaining Total: | 3 Minutes

Download Status window lists the files to be downloaded and estimated time remaining to completion.

e - a %
SurveyTrak Edit Tools Help
3 ]

g 7 X
i projects Transfer CaseNates View/Edt Call Wizard _Planner

a ¥

o
Find Lock Sort

8
Reports

Communication Completed

o System file updates have been downloaded

ill dose, tion il
run and then you will be asked to restart your computer.

When the download is finished, you will see the “System file updates have been downloaded” message
window. Once you click OK, SurveyTrak closes and the file update application will automatically run.
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" ®

Manuals

N

System Files being Updated, Please Wait

Processing File: 15 of 15 : "CDS19REUPDTST201216.VBS™

.. connecting to the database ... Conneg

SurveyTrak System Update

425PM
]

12/16/2020

The file update application window will be displayed and when it is finished processing, you are
prompted to click OK and reboot (restart) your computer. Once the laptop restarts and you login to

Windows, you can launch SurveyTrak again to perform a second send/receive.
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Using Find & Sort

Find

You can quickly location particular Sample IDs using the Find function on the Sample, Address, or
Finalized tabs. (If you do not have a project open, Find will also search across all projects currently
loaded in SurveyTrak.)

1. Launch the Find function by selecting it on the toolbar (or clicking on upper menu Tools).

SurveyTrak Edit Tools Help

-.:«:@mxmaﬁﬁa
ind

. Projects Transfer CaseNotes View/Edit Call Wizard Planner Send/Rec Reports *Lock Sort Interview Exit

2. The Find Sampleline ID screen will display. B Find Sampleline ID X
3. Enter the Sample Id or Phone number.
4. Once you have finished entering the value, click the | €heck Sample D or Phone and enter the value to find.
Find button and SurveyTrak will return to the & Sample ID € Phone
Project window and the Sample ID will be Value: |
highlighted.
5. Find will display a message if no matching Sample Find |  Cancel
ID is found.

Sort

SurveyTrak allows you to sort your sample lines in the Sample, Address or Finalized tabs in various ways.

1. To change the order in which your Sample is sorted, select the Sort button on the toolbar (or
click on upper menu Tools).

2. A window will open that lists all of the column headings found in the Sample Lines tab.

il

Awailable Columns Sort Colurmns Ascending
RC Ind 4| [Sample D I
ResultCode
AdamsFlag
Preftdade
Cohaort

Interview Type
InstrurmentType
TelCalls

Face ToFace

o | KN [ o

[0];8 | Default | Cancel |

3. To select a column heading that you would like sorted, drag that column heading from the
Available Columns (left) to the Sort Columns (right) of the window. Ascending order is selected
by default.
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4. To sort descending, uncheck the ascending box. SurveyTrak begins its sort based on the listed
order of Sort Columns shown on the right.

5. When you have defined the desired sorting order, click on OK to return to the Sample tab to
view the resulting sort order.

OK Executes the search.
Default Returns the project to the original sort.
Cancel Does not save any changes and returns to the

previous screen.

Survey Research Center 41

* SurveyTrak



Lock Columns

You can use the Lock function to keep selected columns in the view on the Sample, Address, and
Finalized tabs.

o Alocked column always remains in view.
e A column is unlocked when it scrolls with the horizontal scroll bar found below that list listed
Sample ID.

SurveyTrak allows you to select which columns you wanted locked, and which columns you want to
scroll. To access the Lock Columns function, follow the steps below.

1. On the Sample tab, click on the Lock Columns button on the toolbar. The following Lock/Scroll
screen will display.

aSurveyTrak
SurveyTrak Edit Tools Help

o < 0 N % bS] a ) ¥ @ =

. Projects Transfer CaseNotes View/Edit Call Wizard Planner Send/Rec Reports Find Lock Sort Interv.iew Exit

2. The left half of the window lists currently locked columns. The right half of the window lists the
remaining columns that scroll. In order select a column to lock, simply drag that column heading
from the scroll (right) half of the window to the locked (left) half of the window.

x|
Lock Caolurmn Scroll Colurmn
Sample 1D Intersiew Type :I
RCInd InstrumentType
TelCalls
Face ToFace
Last CallMode
ResultDate
WizardActions
SpecialTab
Language
|
0]% | Default | Cance| |

3. To unlock a column, simply drag the column heading from the locked half of the window to the
scroll half of the window.
4. When you have selected all of the columns that you want locked, click OK.
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Filter

Use the Filter function on the tools submenu to enable filtering out of Sample IDs from the Sample,
Address or Finalized tabs.

ﬂ SurveyTrak
SurveyTrak Edit Tools Help
I+ < Find | B ] L 8 ¥
: Projects  Trans Filter > Cases Transferred To You Crl+T  [Lock Sort
ok By Column
Sort
Clear All Filters Finalized

~  1HRS 2020 Training

| =
TLC RCLS Self Sched Result
__ Sample ID RC Ind | Contact | TRK | Status Follow Up Invite Code
fes0s000t0 || | o | ] oo |

1R3NAN-N-N2N Nn nnnn

e Cases Transferred To You - This function hides any sample IDs that were transferred to you by
another interviewer.

e By Column - This function filters out sample IDs based on specific values in the specified
columns. When filtering by columns, clicking in the blank field will open up a drop down list,
which includes all possible values that can be entered in that field. A left click selects and places
the selected value in the field. For example, selecting ResultCode (column) and then 3001
(value) will display the following:

B SurveyTrak x|
Column Operator Yalue Logical |
‘ResuItCode j = jEDD] j j
Insert | Delete | (0]:4 | Cance| |

e Clear All Filters - Removes any existing filters (show all of your sample lines.)
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Edit Menu

Based on the requirements of your project, the top Edit menu could have two options that are not on
the toolbar. The two options are for Letters and Payments.

* SurveyTrak
SurveyTrak Edit Tools Help
Conduct Interview R
rd Planner S
Tag for Transfer F3
Untag Transfer
isdhic lianster Transfer Lines | [
Case Notes F7
RC 2 2
Ind View/Edit Alt+V mple ID
» - Call Wizard 21U 08601-000
Planner PSGOZ‘UUU
i08603-0[]0
Payments 08607-000
Letters 08608-000
TL Approval 08610-000
!
1008613-000

Letter Request Form

You can use the Letters option to request a letter to a respondent or another individual. You should
consult your Team Leader before requesting a letter as the request is sent to the Ann Arbor office during
the next SurveyTrak send/receive. This routes the request to WebTrak (web based software for Team
Leaders) where someone on the project staff will be able to see the request, comment on it, create a
letter from the information or deny the request.

Following action by staff, SurveyTrak updates after any subsequent send/receive so that the interviewer
can view the results of the request on their laptop. Therefore, if a letter was sent, the interviewer can
plan the next follow-up contact.

Letters request option includes the following features:
e Interviewer can make unlimited number of requests
e Requests can be in a variety of languages
e Requests can be sent to a variety of available addresses

e A complete “letter-request” history will be recorded and available for interviewers and
approvers to review as well

BB Letters for 1008613-000

Letter
#

Iwer Notes

Language

Date Date Status ‘ Letter Type Mail To

i lPendng [conmdentahy and Pracy

Requested ’ Request Letter Sent
By
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Highlight the sample ID on the Sample tab and then select the Letters option on the Edit menu to launch
the letter request form. The following screen will display:

B Letters for 1008513-000 X
Letter| Requested ‘ Request | Letter Sent ‘
# By Date Date Status | Letter Type Mail To Language Iwer Notes
W | | pendng  [CondentaltyanaPreey | | | ]
Letter #: 1 Requested By: tu27 Request Date: Letter Sent Date: Status: Pending
Letter Type: [Confidentiality and Privacy ~| Mail To: - Language: | ~|
By changing this address, you are specifying where to send th g”":“: ; change the primary address saved for this person.
ontact
Title: First Name: Mailing Address Suffix
Bldg/Complex: ~l Other
Address Line 1: ] 2
Address Line 2:|
City: State: > uptoderT -
Notes:
Insert Delete Save Close

The four action buttons available on the bottom of the window:

Insert Used to add a new Letter request record.

Delete Used to remove the Letter request. This option is only active
before completing a SurveyTrak send/receive after the request
form has been saved.

Save Used to save the information that you have entered.
Close Closes the screen and returns you to the Sample tab.
Payments

The Payments option is used to request a payment to a respondent, proxy or informant. The payment
request is sent to the Ann Arbor office during the next SurveyTrak send/receive. Once the Ann Arbor
office issues the check or money order, this screen updates following a send/receive so the interviewer
knows when the payment was sent.

“ SurveyTrak
Enter a payment request by highlighting the Sample ID ~ suveyTrak Edit Teols Help

. ” Conduct Interview F2 1
“« ” H+4
on the Sample tab and then selecting the “Payments § ey o o FPlamer_Sendjnec
. . — ag for Transfer _—
Optlon on the Edit menu. Bk HRS 20; Untag Transfer
Hsamp Text File Transfer Transfer Lines H:
Case Notes F7
; 2 TLC
View/Edit Alt+V IRk | status E
E- Call Wizard F10
1 Planner No
1 No
Payments No
1 Letters No
1 TL Approval No
163144-0-010 No
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The following screen should display:

Person Being Paid:|R" R Physical Address ~| Amount:[$80  Method of Payment: [Check  ~|
Reason for Payment:| =
By changing this address, you are specifying where to send the check or money order. This address will not change the primary address saved for this person.
Inform the R/Proxy/Inf that he/she will receive the check in the mail within 3 to 6 weeks
Title: ~]  First Name: [uiie LastName:fWhite  Suffix:[

Country:

~] (if not Usa)

Address Line 1:

Address Line 2:
City:

State: ~] Zip Code: |

Notes:

Insert

Delete

Save

Close

The field values are:

Person Being
Paid
Amount

Method of
Payment
Name and
Address
Reason for
Payment
Notes

Date Requested

Status

Date Approved

Date Check
Issued

Insert | Close | ‘

The four action button at bottom of the window are:

Used to add a new Payment request record.

Removes the request but only active if you have not yet
completed a SurveyTrak send/receive after initially saving a
request form.

Saves the information that you have entered.

Closes the screen and returns you to the Sample tab.

Drop down box. Choose Respondent or Proxy.

Enter the amount to be paid.

Drop down box. Options vary based on project specification.
For example, Check or Money Order.

Information defaults in from the Address tab. This information
may be changed if needed.

Drop down box. Options vary by project.

Note/Memo field to record brief comments about the request.

The top half of the window displays payment records and includes these fields:

The date request was sent.
The status of the payment.
The date the Ann Arbor office approved the payment.

The date the check was issued from the Ann Arbor office.

These record fields will update following the SurveyTrak send/receive.
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Profile

Profile (or respondent profile) is an option that stores and displays historical information about
respondents gathered from previous waves. Information contained in the Respondent Profile is strictly

confidential and should only be viewed by the interviewer.

Note: The Profile option cannot be open in SurveyTrak at the same time as the interview (Blaise.)

To view a Respondent Profile for a particular Sample ID: B surveyTiak

SurveyTrak Edit Tools

Projects

1. Select the Sample ID on the Sample or Address tab. Seneiec
Burn CD/DVD

2. Select Profile on the SurveyTrak menu. i
3. A window similar to below will display. feniofee

Profile

Related Case Details
) Reports
|l SurveyTrak

Help
Alt+P

Past
Contact | TRK

dit Call Wizard Planner Se

| Rl Transfer Line:

TLC
Status

No
x

| | 1639250020

This is a TLC case
2020 Health and Retirement Respondent Profile

HRS 2020 Respondent Information

Sample Id: 994738-0-010
Respondent Name: Mrs. Brooke Gonzalez
Age: 64

Date of Birth: 1/6/1956
Preferred Mode: FTF
Language: English

Cohort: MBB

Gender: Female
Race/Ethnicity: White/Other
Hispanic: Hispanic

Interview Type: Re-lw
Interviewer in 2016: Lisa Cripps

First Year of Completed Iw: 2010
Last Year of Completed Iw: 2018
First Year of Completed SELF lw: 2010
Last Year of Completed SELF Iw: 2018

| Spouse/Partner Information

~

Close

To view all the information, use the scroll bar on the right. To exit the profile, select the Close button

When profile information is not available for a Sample ID, the following message window appears.

Profiles X

(0} Profile type is missing for SID 2962680010
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Check In (Sample Line)

The Check In feature allows interviewers to release control of the sample line(s) that are assigned so
they return to the Ann Arbor Central Office. Often this is done to permit resetting of the line or for
corrections to be made by Data Operations. It has the effect of removing the line from the interviewer’s

laptop.

TIP: Generally, the Check In function needs authorization by your TL, Project Manager or Help
Desk to resolve an issue with a sample line. Use the Transfer option when you need to re-assign
the sample line(s) to another interviewer.

1. Select the sample line to check in by highlighting the line on the Sample tab.
2. Select the SurveyTrak menu and then select Check In option.

BB surveyTrak

SurveyTrak Edit Tools Help

Projects
Send/Rec
Burn CD/DVD
CheckIn

Return to Pool

Profile
Related Case Details
Reports

Exit

Alt+P

dit Call Wizard Planner Send/Rec Reports

]

-

] Transfer Lines | | 2] Transfer Hist

| F———

’ Sample | Bilit
Sample ID Type Nee¢
1008601-000 |Population No
1008602-000  |Voucher No
1008603-000 |Population No
1008607-000 |Population ~ No
1008608-000 |Voucher No
INo_]

1008613-000 |Population No

3. The Check In screen will have the SID highlighted from the Sample tab. You may select another
SID or multiple SID’s on this screen. To select nonadjacent SIDs on the lists, click the SID. Hold
down <Ctrl> and click on each additional SID. To select adjacent SIDs on the list, click the first
SID in the sequence. Hold down <Shift> and click on the last SID.

BB Checkln

X

Sample ID
1008601000
1008602000
1008603000
1008607000
1008608000

1008613000
1008614000
1008615000
1008616000
1008618000
1008619000
1008620000
1008633000

IResuI!Code o
4001
0000

Iwer ID
TU27
Tu27

v

Check In Cancel

B Checkin

X

Sample ID

2 HEEEEEEERE
ISAN (NN N INININININ
S NNSNNSNINN
(=3 &~ &
8 5 5
8 2 8
8 < 2

Iwer ID ‘ Result Code »
0000
0000

0000
0000
0000
0000

0000
0000
0000
0000
0000

TU27
TU27
TU27
TU27

Cancel

CheckIn

‘:e\ Do you wish to check in SID's: 1008607000 7

Yes No

4. Click the Check In button and you will be prompted with a message window (to confirm).
5. Click Yes to confirm the SID (sample ID) to check in.
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6. If you are checking in multiple sample lines (such as main line together with screener line or
partner line), the message will list all the SIDs to confirm — then click Yes.

T

= X |
Sample ID I Iwer ID I Result Code » |
1008601000 4001 |
1008602000 0000 |

1008603000 TU27 0000 |
Check In

Do you wish to check in SID's:
) 1008601000,

) 0,
— 1008610000, 1008613000,1008614000,1008615000 ?

o

1008619000 TU27 0000
1008620000 TU27 0000

T

7. Once you confirm the check in of sample line(s), they will no longer display in the Sample tab.
(Be aware that you cannot undo check in once you click Yes.)

8. You will need to initiate a SurveyTrak send/receive to complete the check in process so that the
sample line(s) are sent back to the Ann Arbor Central Office.

TIP: Once review and/or corrective action by Data Ops, sample line(s) typically are checked back
to the interviewer who receives them in the course of a send/receive.

Note: Check In is not the same as Transfer, therefore the Transfer tab or the Transfer History tab will
not display the lines that have been "checked in."
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Reports

Depending on the needs and requirements of each project, different reporting options within
SurveyTrak may be available. You may access these by selecting Reports on the SurveyTrak upper menu.
or by clicking the Reports icon on the toolbar

.SurveyTrak
SurveyTrak Edit Tools Help
Projects. Alt+P N #® je 8
dit Call Wizard Planner  Send/Rec {Reports Find Lock
Send/Rec
Bumn CD/DVD
Check In

Return to Pool

Profile
Related Case Details

R

After selecting the Reports option, a screen similar to the one below will display the reports currently
available.

OK Cancel

To run a report, highlight the report name and click OK.

[ sy X
Interviewer Field Progress Report ~
Study: SRC.SRO.PSID19.TEST TL: Smith Jeffrey
Interviewer: Gawlas John - TU27  Last Send Date: 05/02/2019
Interviewer Workgroup Project
Totals Totals Totals
ToT samp ) 208 5718
NON FINAL 40 4026 5491
NO ATMT 40 3885 5306
NO CONT 0 63 76
CONT 10 RESIS o “ 6
CONT RESIS o ° 10
APPT 0 18 25
TWER LOC 0 2 3
TeAM Loc 0 ° o
o 5 8
TOTAL FINAL 0 w227
w 0 W
NI REF 0 9 10
NIOTH 0 9 10
1 PERM COND o 7 s
ns 0 8 &
W RATE 0 0.81 0.82
RESP RATE o 003 o002
comp RaTE o 00s 004
COOP RATE 0 0.87 0.87
TEL IW RATE 0 0.79 0.73
SPaN 1w RATE o 000 o008 -
AVG Q'NAIRE LEN 0 12.84 13.15
_Close_|

SurveyTrak will open the report (example shown here). When finished viewing the report, click Close to
return to the previous screen.

Survey Research Center 50

. SurveyTrak



Burn CD/DVD

Recordings from your interviews are saved on the laptop in a secure, encrypted file. Generally, these
recorded IWs (also referred to as “DRI” files) are transmitted back to the Ann Arbor Central Office during
your SurveyTrak send/receive communications. However, there may be circumstances necessitating you
to copy or “burn” the files to a DVD and send them to Ann Arbor — an external DVD drive may be
provided to you for this purpose. When applicable, the project will provide DVDs and mailing
instructions.

*SurveyTrak
SurveyTrak Edit Tools Help

Projects Alt+P \ % jo) 5
) dit Call Wizard Planner Send/Rec  Reports  Find Loc
Send/Rec
Burn CD/DVD
CheckIn I Bl Transfer Lines | [Z]Transfer History] [dFin
Return to Pool =
Result Result TEL | FTF | (
Profile Priority | Code Date Calls | Calls | (
Related Case Details 4001 01/08/2021 0 0
Repors 4002 112012020 1 0
0000 00/00/0000 0 0
= 4002 12/18/2020 1 0
I [ 80354-1 4002 12/18/2020 2 0

To begin the burning process, click on Burn CD/DVD from the upper SurveyTrak menu. This will launch
the following window:

B SurveyTrak X

Click the Start button to burn files to the disk.

After the disk has been created:

Please use a marker to record the following information on the white side of the CD.
Iwer ID, Date and the SID's. Send the CD via UPS to the QC team using envelopes
provided. Record the UPS tracking # on the Mailing tab in SurveyTrak

Estimated number of disks required for this session 1

Start Cancel

This window will specify the number of DVDs required for the session. Insert the DVD into the drive and
click the Start button.

s
Hsample I”Address | i Transfer Lines | [%]Transfer Historyl [Hrinalized
RC RCLS Result ‘ Result | © CommandBurner CD/DVD Burning Tools = X "I‘m
Ind | Follow Up | Sample ID_| Prierity | €/, S o el i Consols s CommandBumer.com [ e
12003-1 4 Bumn CDs and DVDs = CommandBurner
803511
e Burning files to the CD,
5 Device: [0 HLDT-ST DVDRAM GPESNESD FFOD =l
80353-1
30354-1 Current status: @ Fead @ NotReady @ Busy- PROCESSING FILES ide of the CD.
803551 ing envelopes
[ I — T ot g :
80501-1 Sm—
s 5 rase disc:
% Bumadisc: @
Respondent: Mise Disc labet Path on disc: [} E |
Address1: 5837 Directory to burn: [c-\BLFic\_cdbun J |
Address2: Apt: Cancel bum Max wite speed: 11080kb/s |-
City: Detront
State: MI Zip Code: 48205- B poaess ] &
Phonet: (698) 505-9698 Databumt:  Total size: Time: ETA: Burn speed:
Phone2: ( ) - v35 I I I I
Case Notes:
Switch to log view @ Show Help p—

Next, the Burning files message appears followed by the CommandBurner status window.
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B SurveyTrak X

Click the Start button to burn files to the disk.

After the disk has been created:

Please use a marker to record the following information on the white side of the CD:
Iwer ID, Date and the SID's. Send the CD via UPS to the QC team using envelopes
provided. Record the UPS tracking # on the Mailing tab in SurveyTrak

Estimated number of disks required for this session 0

Success I

Close

Once you see the SurveyTrak window display Success (shown under the “Estimated number of disks
required for this session”), you can remove the DVD and label it with your interviewer ID, Date and SIDs.

Upon receipt of the DVD in Ann Arbor, once project staff confirm and log the contents, these DRI
recording are erased from your laptop during your next send/receive.
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