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1 What is confirmit?

Future Information Research Management (FIRM)’ svision isto help customers to derive tangible
knowledge from intangible information. The confirmit software is FIRM’s answer to that vision.
confirmit is a comprehensive Web-based information retrieval and presenting software.

1.1 About this Manual

confirmit software is available either as a server installation or “log-in”. They do not differ in a
substantial way, but in the instances they do, “log-in” specifics are marked with a gray background.

Throughout this manual we refer to different URLS, e.g.
http://www.yourconfirmitserver.com/confirm/firm.asp. Y ou will have to substitute
yourconfirmitserver.com with your actual server address, or www.confirmit.com for login users.

Please note that the terms “question” and “form” are to be interpreted in the same way.

1.2confirmit Users

confirmit users may have either Advanced or Executive rights. Y our confirmit administrator is
entitled to define this user level.

Login only:
Contact support@confirmit.com to change user level.

1.2.1 Advanced Users

Advanced users have to acquire the most complete knowledge of the confir mit web application. They
are typically responsible for these areas of a survey:

e Initiating a new project

e Programming questions and skip logic

e Setting up project properties (permissions, public survey/limited survey etc)
e Handling respondentsin limited surveys

e Building panels of respondents

e Compiling/generating interview files to make the project go “live”

¢ Extend thelibrary of interview layout templates

e Extend thelibrary of questions and forms

¢ Create and publish reports

¢ Opportunity to give the end users of results access to reports online

1.2.2 Executive Users

These users are set up with permissions to view and comment on questionnaires and response data.
They may view and order generated reports. They may NOT build questionnaires or create reports
themselves.

1.3About Log-in Sessions

Whenever a confirmit user logs on to the application, a new session object is created on the server
side. This object holds information about the user’s state (current project etc). The web server allocates
memory for this state information. By maintaining this information as the user moves from page to
page, the individual requests are kept small and simple.

However, the web server does not want to keep track of this information when the confirmit user exits
the web application. A user may exit the application without explicitly sending a“log off” command to
the web server. If the time between user requests exceeds 20 minutes, an automatic time out occurs.


http://www.yourconfirmitserver.com/confirm/firm.asp
http://www.confirmit.com/
mailto:support@confirmit.com

confirmit assumes the user has logged off and frees the memory that holds information about the state.
If anew request is sent after atime out, the user is redirected to the first page of the web application.
State information like current project islost.

1.4Security Issues

1.4.1 Secure Sockets Layer (SSL)

In order to use HTTPS/SSL one needs to obtain a server certificate from a certification authority (like
VeriSign) and bind it to ones Web server(s). Our server customers are free to bind certificates to their
servers. Thisis optional and not a confirmit issue. With a certificate in place, users may connect using
HTTPS (HTTP over SSL) aswell asHTTP. It is also possible to enforce policies where only
connections over a secure socket are accepted.

Login only:

For ASP users, FIRM does not have any certificates bound to its servers at present, and as a
conseguence you cannot use HTTPS for accessing surveys hosted by FIRM.

1.4.2 Object Security

While the previous section deals with Internet security in general, this section deals with security inside
the confirmit application.

A project, aquestion, areport— these are all objects inside confirmit’s powerful object oriented
database. For each object, specific permissions can be set up, including read and write permissions.

When you initiate a new project (object) inside confirmit, the project is by default only visible to you,
because no one else has read or write permissions. However, you may specify that other users or
groups of users should have these permissions.

1.4.3 Respondent Security and Anonymity

Web surveys can be set up to run as public surveys, in which anyone who accidentally tries to access
the web interview page may participate.

confirmit also supports limited surveys, in which alimited number of respondents are able to log on to
the survey. In these surveys, a set of respondent background data may be merged with the response
datato produce the final datafile. It is the responsibility of the project administrator to make sure that
thisinformation is not misused in any way. In theory, the merging may take place without the
respondent knowing it. The good thing about the merging is that it makes it possible to produce
respondent specific questionnaires. For instance, a web panelist does not have to enter information
about age or gender because this information already existsin his or her profile.

144 Back up of Meta Data
Login only:

By this we mean all the data of a project that is not response data. Every night, a back up copy of all
meta data is saved to an external media and stored in a safe. The datais stored in a safe place, and may
be restored should a system crash occur.

For server installations, your company has to set up its own routines for backup.
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145 Back up of Response Data

It is possible to delete response data from the web application. Y ou are always asked twice before
doing this (“Are you 100% sure?’), but it has happened that a confirmit user has accidentally deleted
the response data of a running project.

It isthe responsibility of the confirmit user to make sure that this does not happen.
Login only:

However, the MS SQL server 7.0 periodically runs full back up of all response datain the database. In
most cases it is possible to restore most of the data from a recent back up. In the case of a system
failure, external media back ups of response data also exist.

For server installations, your company has to set up its own routines for backup.

1.5System Requirements

151 confirmit Users

confirmit is designed to function correctly in Microsoft Internet Explorer 4.0 or higher in Microsoft
Windows™ 95/98/NT/2000. However, there may be bugsin local (non-English) versions of Internet
Explorer 4.0 that have been resolved in later versions of this browser, and these bugs may impact the
operation of confirmit. We therefore recommend our customers to apply the latest Microsoft Internet
Explorer patch for their country.

Some functionality in confirmit (GridView, Search/Replace) requires Internet Explorer 5.0 or higher.

Windows NT or Windows 2000 is required to be able to use Unicode in answerlists.

1.5.2 Unicode Support for confirmit Server Installations

To support more than the "Western European” character set on a confirmit server installation *will*
require that Windows 2000 is installed on the authoring and deployment servers. Thisisdueto
limitationsin M S Internet Information Server 4.0. This issue has been addressed in MS11S 5.0, which
will only install under Windows 2000. We are investigating the possibilities for solving this by
implementing our own character set conversion components.

Please note that system generated error messages ar e translated into English, Norwegian,
Swedish, German, French, Spanish, Finnish, Danish, Icelandic, Italian, Dutch, Flemish, and
Portuguese. For other languages, error messages will be defaulted into the main category (eg:
Venezuela Spanish into Spanish), or into English if that language is not available.

Note that confirmit v6.5 functionality specific error messages have not been trandated into
Icelandic.

Server installation customers. See confirmit Administrators Manual for information on how to
add system generated messagesin other languages or changethosein already existing languages.

153 Respondent Requirement

The web survey participants are presented with an easy to use, standard HTML page for entering data
into confirmit. The survey itself requires no knowledge of confirmit whatsoever. Participants are
directed to a survey through links on other web sites, or through email invitations sent directly to them.

All interview files support the HTML 3.2 standard, which means that older versions of Netscape and
MS Internet Explorer are supported. End Users accessing Pivot View reports will need Flash 5.0 installed.
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154

3'Y Party Downloads

The confirmit application does not rely heavily on 3™ party components. Currently three downloadable
components are integrated:

Area Type Company See also

Reporting Chart component | Visual components | http://www.visual components.com

Questionnaire design Grid component | VideoSoft http://www.videosoft.com/

Reporting Excel chart Microsoft http://www.microsoft.com
component

Table 1: 3" party downloads
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2 Entering confirmit — a General Overview

2.1confirmit Login
Userslog in to confirmit from this URL:

http://www.yourconfirmitserver.com/confirm/firm.asp

Login only: You can also log in to confirmit by choosing “Login” on FIRM’s home page,
http://www.confirmit.com/.

Accessing this link will make your browser request a user name and a password, see Figure 1: Login box. Enter
your personal user name and password, and you will be logged on. If the browser that tries to log on to confir mit
does not meet the browser reguirements, an error message will be displayed.

LUser |

password |

Cregted Ay BI5W

Figure 1: Login box

When a user tries to access the login-page with an incorrect username/password the number of attempts he
makes will be counted, and when the counter reaches 3, the user gets a message that he hasto contact his
confirmit administrator to get access. The user will not be able to log in again until an administrator reopens his
access.

Server customers can themselves set the necessary number of attempts in the registry settings.
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2.2confirmit Menu Structure
When you have logged in to confirmit, you will be brought to the first page of confirmit. In the left-hand

margin you will find a menu structure that is divided into two main sections: General and Project. These menus

navigate you through both, the main and project specific, features of confir mit.

The following chapters offer amore detailed description of every choice in the menu.

Figure 2: confirmit menu

General

— Main

— User Settings
— Project List
— Panels

— Tasks

— Templates

WI

Panel
PowerPoint
— Help

Help topics
confirmit extranet
About

— Exit

This and the following figure offer you an overview of all the menu links with their subsections.
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Project

— Overview
— Questionnaire
— Testing

Compile database
Generate WI
Generate dummy data
UTL Setup

— Production

Compile prod. env.
Generate WI
Clear response data
Project status
Project log
URL Setup

— CATI (login only)

— Respondents

Uploading
Sample uploading
Emailing
Rule-based sendout
Editing

— Reports

— WI interv. progress
— Online reporting

— Individual reporting
— Filters

— Calculate variables
— Published reports
— Endusers

— Users

— Reports

— Groups

— Companies
— Lists

— Online coding
— Survey Imp/Exp

Export
Import
L Data transfer

Template Editor
Exports
Imports
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3 General

This section describes the functionality under “General” in the menu.

3.1Main Page
Thefirst page of the application indicates some natural starting points for your session.

WHAT DO YOU WANT TO DO TODAY? pOO00101 —

Welcome, of FIRM AS. Flease select an action.

Wiew user seftings  Sets the preferred languadge, email address ete.

Wiews project list List of all previous research.

[nitiate new project  Select from set of availahle survey templates.

Initiate new panel  Selectfrom set of availahle survey templates.

Tasks Status information on your hatch jobs.

BlEws Latest update: Mo news.

Figure 3: Welcome page
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3.2User Settings

Each user has a profile set up at login. The profile holds information about the user’s name, email address,
preferred language, screen resolution.

The user may change his/her user settings at any time.

USER SETTINGS conirmit —
User name iohns
User key PPHILLECHWUMNWGEY CGOIRPIGM
First name |J|:uhn
Last name |Emith
E-mail |jnhn@snmewhere.mm
Language | English
Display [ 1024788
User level |Advanced

MS Office version | Mewest version

Led Led L Led Lol

Chart component | Excel

Coding Screen Size |1 a

Working set size  [1000

Answerlist font |

Enahle unicode 'l
FTAYIn2000 anly

Password Chanoe

Figure 4. User settings page




Setting Changeable | Description

User name - User login name. In combination with a password, this user name
will log the user on to the confirmit application.

User key - Unique to each user. To make yourself “visible” to confirmit users
outside your organization, you will have to supply them with your
user key. (Thisisreally a security issue.)

First name, last X Name of the user. Used mainly for interaction with other users.

name

Language X User’slanguage of preference. Thisisthe language used when
previewing questions and reports. Thisis important to note when
working with multilingual projects.

Unicode that enables the software to handle Asian languages has
been introduced into confirmit. The user will be able to choose any
language when designing a questionnaire.

Display X Use this for optimizing your screen resolution with the confir mit
software. After having made changes to your display settings,
refresh the browser (F5).

Email X Email address of user. This addressis used by the confir mit
message system to send messages to the confirmit users. Thisis
also the default email address where requested report and export
files are sent.

User level x) Some users are set up with permissions to change their user level
between Advanced and Executive. See 1.2.

Microsoft X Users can choose what Office version to use for PPT/Excel exports

Office Version from their user settings. By selecting 'Newest version', the newest
version installed on the export server will always be used. Currently
thisis Office 97.

Excel exportswill never be made in Excel 4.0 and older, though,
since these old versions do not support more than one worksheet for
each workbook.

Chart X Use this to choose between First Impression or Excel componentsin

Component Online Reporting. Excel component is recommended, especialy if
you are planning to publish the report (see 11.13 Report Publisher).

Coding Screen X Here you specify the number of answers that will be shown on the

Size Coding Window screen. This number will also be specified on the
back and forth buttons, e.g. prev 10, next 10. See Chapter 10.

Working set X Here you specify the number of answers you wish to work with at a

size time. If you e.g. have 50 000 answers, you may wish to work in
smaller batches, ase.g. 1000 at atime. Thus Online Coding Tool
will process the information faster than if you worked with all 50
000 answers simultaneoudly. See Chapter 10.

Answer list font X Here you can specify the font of the entriesin Answerslist. Usually

it will remain empty, but in casesit is necessary to use e.g. Chinese,
you will have to specify afont that supports the Chinese character
set, e.g. SimSun or PmingLiu, or Arial Unicode MS

Enable unicode

Check this box to be able to use Unicode supported characters.
Appliesonly for users of NT and Windows 2000.

Table 2: User settingsfields
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3.3Project List

The project list isthe main project organizer. It consists of Favorite projects, i.e. projects you have been working
on recently. The list may be sorted by clicking the header of the column by which you want to sort the projects.

The list may be filtered in a number of ways, by time (created column) or by search parameters (all other
columns). Y ou only have to enter the first letters of the criteria on which the search isto be based. The system
will return all matches. Example: Specifying “te” in the name column will return al projects starting with the
letters “te”.

If you want all projects to be listed, enter a**’ in any column under search projects.
Y ou may enter a project directly from thislist by clicking the project name or the project ID.

When the list of your Favorite projects contains a considerable number of projects, you may want to remove the
ones that you currently do not work on by clicking the Rem (=remove) link. Thiswill not delete the proj ects,
but move them from the Favorite list.

In case you wish to access the removed projects, you can use the Search projectsfields. All projects the user has
been granted access to will be listed according to search criteria. Y ou may move these projects to your Favorite
list by clicking the Add link.

PROJECT LIST pO793814 —
Project list
Hame 1D Customer  Creator Created

|te | | | |Lastweek j| FiIterI

Favorite projects !
TestProject  p0793514 FIRMAS  Smith, John Frckimmcss
Last manth
Search projects Last two maonths

| | | | Last halfyear Search
last year
T getore rast week e
Before [ast manth
Before last two months

Befare last halfyear
Before [astyear

Figure5: Filtered project list

3.4Task Management

Task management lets you track the status of your confirmit batch jobs, including M'S PowerPoint exports,
SPSS exports etc.

When placing requests for exports (e.g. SPSS), users may select a starting time for the execution of the task:
Immediately, at midnight or at a specified hour.

The task management page has five tabs:
1. Queued tasks: A list of the user's pending tasks.
Executing tasks: Task currently being run at the batch server.
Aborted tasks: Tasks that for some reason did not finish within the specified timeframe.
Completed tasks: Tasks that did finish within the specified timeframe.
Recurring tasks: Tasks that have been scheduled to recur at specified time intervals.

o 0~ WD

Search tasks. Here you can search for your batch job to check their status. Y ou can search by various
parameters:
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e Task ID: the ID number given to the batch job by the system.

*  User ID: the username of the confirmit user

* Project ID: the system generated project number.

e Status: Any, in queue, executing, completed, aborted by user, and aborted by system.

e Task type: SPSS Export, MS Word Export, MS Office Export (PPT/Excel), Data Export,
Batch Emailing.

TASK MANAGEMENT p16169441 —

Global management screen for batch tasks.

Exec | Compl | Abort | Recurr | Search

Search tasks

Cueue

Task D Froject ID Status Tasktvpe

| | |In quels j |{Any} j

Loy}
—
LN}

p1E169441 Qi2002000 3:54:39 PM | MS Office Export (PPT/ExCel)

Search

Figure 6: Task management

If you click on the Task ID number, you will be brought to the Task instance properties overview where
you get information about the particular jobs Schedule, Status, percentage completed, Start time and End
time, and Time usage. You can get a complete system log overview for batch job in Log entries section of
the Task settings. By clicking on Task Definition button, you can get an overview of the Recurrence
pattern of the particular job, and change it if necessary by clicking Change button on the Recurrence
pattern page.

NB: confirmit sets atime limitation for how long atask can run beforeit iskilled. Thisis done to avoid
unnecessary strain on the server if there is an error with the file. However, this may also result in heavy tasks
(e.g. based on long questionnaires) being killed before they are completed. Ask your confirmit administrator to
manually adjust the time limitation, should it become necessary.

Login only:
Contact FIRM Customer Services for help: support@confirmit.com
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3.5News Page

Click News to learn about the latest updates to confir mit. The page is divided into six separate categories. The
most recent changes are to be found on top. The lists are searchable. Click the subject links or the red arrows for
details.

CONFIRM NEWS CONFIRM —

Latest additions on tap.

All categaries  General @2 Design Repoding  File export Server maintenance  CATI

All categories Search I Go |

2000-01-17 Eeport Publisher A raw festura Report Publizhar is now available in
Online Raporting. F

2000-01-06 Far A CONFIRM FAD is now in placa. k
Figure 7: News

3.6 Templates

From the General menu, a Templates link leads to three subsections, M S PowerPoint templates, Panel
Templates, and Web Interview (WI) templates. confirmit templates are always bound to a specific client.

3.6.1 Web Interview Templates

Web interview templates define the layout of web interview files and published reports. Currently a Wi template
is defined by

*  Name and description

» Pagebody (i.e. background image or background color)
»  Page header and footer

»  Font attributes

»  Header/body/footer of individual questions

It is possible to add web interview templates by duplicating and editing existing ones. This requires some HTML
knowledge. It isimportant that you push the Save button after having made changes before you go to the
Preview.

The primitives you can use in the templates have to be prefixed and suffixed by caret (*):
SNAME Survey name

HELP Help link

LOGO Y our company logo

NAVCTL Navigation bar (back/fwd)

FTITLE Formtitle

FNAME Form name

FTEXT Form text

FCOMMENT Form instruction

INPUTS Form inputs
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QNUM Question number
QID Question ID

3.6.1.1 The Fields in the WI Template Edit Modus

Name: The name of the template

Body attributes: Controls the design of the whole page: background colors, picture (background picture),
margins etc.

Error font attributes: Controls the font size/color of the error messagesin a WEB survey.
Grid color: Controlsthe color of the gridlinesin agrid question.

Horizontal label font attributes: Controlsthe “scale” text in agrid question.

Vertical label font attributes: Controls the “answers’ text in al questions.

Page header: Thisfield controls the layout of the top of the pages. Y ou may e.g. insert and edit logos and the
name of the survey inthisfield, eg. "LOGO", "SNAME".

Page footer: Controls the bottom of the pages, e.g. company’ s name and the navigation buttons, e.g.
ANAVCTLA,

Infor mation form header: Controls the design of the upper part of an information form, both background color
and text (font size, color etc.), e.g. "FTITLE".

Information form footer: Controls the areaimmediately under the information form (similar to Page footer).

Information form body: Controls the design of the information form body, background color, text of the
information form, and comments, e.g. "FTEXT", "FCOMMENTA".

Data form header: Controls the design of the upper part of an open, grid, single, multi question form;
background color and text (font size, color, etc.), e.g. *FTITLE".

Data form footer: Controls the area right under the question (similar to Page footer).

Data form body: Controls the designs of the body of the grid, single, multi question form; background color,
text of the question ("FTEXT?), aswell as comments (*"FCOMMENT”) and answer alternatives ("INPUTS").

Progress bar font attributes: Controls the design/font size of the percent numbers under the bar.
Progress bar background color: Controls the background of the progress bar.

Progress bar image: Controls the moving progress bar that shows the progress of the survey.

3.6.1.2 Published Report Templates

The following four fields control the layout of Published Reports (See 11.13). No preview of these templatesis
available at the moment. In order to see the edited template, you will have to publish the report.

Report header: Thisfield controls the layout of the top of the pages. Y ou may e.g. insert and edit logos and the
name of the survey in thisfield.

Report footer: Controls the layout of the bottom of the pages, e.g. company’s name.

Report light/dark color: Theindex and tablesin the published reports are by default in the light and the dark
green colors that are used in confirmit. If you wish to apply other colorsto your report, you may specify HTML
color codesin these fields.

There are three parameters that are used only in report templates:

RNAME Report name
RGEN Report generation time
RPER Report data period
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For more information visit _http://extranet.confirmit.com/advice and_quidance/layout/template/index.html

3.6.1.3 Pivot View Templates

The following five fields control the layout of published Pivot Views.

Pivot View menu header: Thisfield controls the layout of the top of the pages. Y ou may e.g. insert and edit
logos and the name of the survey in thisfield.

Pivot View menu footer: Controls the layout of the bottom of the pages, e.g. company’s name.

Pivot View menu light color/dark color: The tablesin the published Pivot Views are by default in the light and
the dark blue colors that are used in confirmit. If you wish to apply other colorsto your report, you may specify
HTML color codes in these fields.

Pivot View menu background color: Here you may specify the background color of the Pivot View.

3.6.2 MS PowerPoint Templates

Predefined M'S PowerPoint templates may be uploaded to confirmit. All templates uploaded are visible to
confirmit users within the same organization. A user may select from these templates when ordering MS
PowerPoint presentations. Extension: .pot.

3.7Help

In the General menu you find a Help button. When one clicks on the button, a new browser window named
confirmit Help opens offering confirmit users four links with various help information:

A Quick card is aone-page text based help file dedicated to a certain topic/areain confirmit. It has short
explanations of all functions available within the topic/area.

Step-By-Step includes demonstrations with screen shots and text from al the main areas in confir mit.

User Manual isidentical to this paper edition .The document is indexed, searchable and has internal linking
(e.g. by clicking on atopic in Table of Contents, you get directly to the topic).

Layout includes a comprehensive Template guide, as well as useful HTML codes.

Customerswith server installations may choose whether they want to have access to our extranet, or to have the
last updated Help page in confirmit on their server.

About: Here you can find confirmit build information.
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3.8 Exiting CONFIRMIT

Log out of confirmit by clicking Exit in the left margin. To prevent other users from accessing confirmit, please

close the browser e.g. by clicking the Exit Internet Explorer-button.

EXIT SESSION ————— confirmit—
Goodbye, John Srmith.

‘ Press Exitto log out of confirmit \

Exit

Figure 8: Exiting confirmit

When you click on the Exit button, you will be brought to the Login page.
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4 Project Overview

A new blank project may beinitiated by clicking, Initiate new project from the main page, and then clicking
New. Y ou can also choose whole questionnaire templates from this page (for more information on this subject
see 5.10.1Templatesin Library). Thiswill automatically take you to the Project list. Y our initiated project will
be positioned at the very bottom of the project list, named New blank project. Click on it in order to come to the
Overview page of this project.

Thisisthe page you are brought to when you click on existing projectsin the project list.

PROJECT OVERVIEW pOO07ZS —
Project details
ProjectID  p00074935
IRLISCt |(NEW blank project)
name
Company  |FIRMAS =
Description ﬂ
Languages Available Selected
Aftikaans i’ English
Albanian
Arabic
Arabic (Algeria)
Arabic (Bahrain d|
Status
Deployinent
Title:
Endlish
[ Ohiect permissions ] [ Duplicate project] [ Delete project ]
Figure9: Project overview page
Field Description
Project ID System generated unique identification number.

Project name | A title you choose for the project. Be aware that this will be the title of the browser
window in alive WI survey.

Company Y our company’ s name.
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Description Here you may enter a more detailed description of the project.

Languages Here you can select the working language(s) of your project. The Available field
contains all the languages that are supported in confirmit. The Selected field will
contain the working languages of your project. Y ou highlight alanguage in the
Available field and click the arrow button to add it to the Selected field.

Status Project status. (See 7.5)

Deployment Survey type (Public/Limited/Pop-Up) Web Interview.

Table 3: Project overview

4.10bject Permissions
When you click on the link Object permissions, you are brought to the following page:

OBJECT PERMISSIONS

p2abdaid —

Car Survey
Name - R W D Admini_strate Coder of opentext
project questions
krainingl ) [ R N O [+ H
Erainingld ) = m m
krainingll i) LR A N H H
krainingl2 i) LR S A H H
krainingl3 () [ S S H| H
Erainingl () = [ i
Figure 10: Object Permissions
Field Description
Name The userid and the full name of the user (if entered in user settingsin confirmit)
will appear in thisfield.
- The user does not have access to the project.
R The user has only Read permission, i.e. he/sheis not allowed to add new or
delete existing elementsin the questionnaire.
W The user has Write permission, i.e. he/sheis alowed to add questions to the
guestionnaire.
D The user has Delete permission, i.e. he/she isfully allowed to work on the
guestionnaire including the permission to delete it.
Administrate The user isthe administrator and owner of the project. He/she may alter the
project guestionnaire, set the project live, check response status, etc. Thisisusualy the
person who initiates the project.
Coder of opentext The user has the permission to code open-ended questions in a specific project.
guestions See Chapter 10.

Table 4: Object permissions
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For all projectsit is true that the user who initiates the project is the project administrator and owner. A project is
initialy invisible to al other confir mit users.

All confirmit usersin your organization will be listed in Object permissions. The project administrator may set
up other confirmit accounts with permissions to view the new project.

Login only:
Personnel at FIRM may be granted access for support purposes.

Initially, only users and groups within your organization are listed on the “ object permissions’ page. However,
more users may be added by supplying confir mit with correct user keys of these users. Typically, an external
user will send you his or her user key by email; this key is then copied and pasted into confirmit by clicking the
Add users button at the bottom of the Object permissions page.

Add users oave seftings

Figure 11: Add Users Buttons

After having clicked on the Add users button the project manager will be brought to the following Add New
Users field when he/she can paste in the user key, and then click Add. NB! M ake sure you do not have any
space after thelast character in the user key.

ADD NEW USERS pEEEASEA0—

=

Figure 12: User Key Entry Window

After having clicked Add the project manager will be brought back to the Object permissions, and the newly
added user will be displayed in the Other users/groups field.
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Other users/groups
Mame - R W D

Administrate Coder of opentext
project questions

johns {John Smith) I el el o m -

Figure 13: A New User Added to Other Users

4.2Duplicate Project

It is possible to duplicate whole projectsin confirmit by clicking Duplicate project link under Project Overview.

The system duplicates the entire questionnaire routing and reports.
Y ou may afterwards apply changes to the questionnaire.
The response data from the previous survey are not duplicated to the copy of the project.

4.3Delete Project
Y ou may delete projects by clicking Delete project link under Project Overview.

Project details
Project ID: p3360535

Project name: I(NEW hlank project)

Company: |FIRM &3 =]
Description: | ;I
Microsoft Internet Explorer |

@ Are yoL sure you want to delete this project? j
Cancel |

I Swedish | Danish

= - .

Lam

Figure 14: Deleting a project

Before actually deleting, confirmit will generate the message above, warning you that you are about to delete a
project.

NB! Thisisan irreversible action
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5 Building Questionnaires

5.1Creating a New Questionnaire

A project’s questionnaire is created as alist of consecutive objects. Together they define the routing of
the survey. Y ou access the questionnaire by clicking on the menu item Questionnaire. An empty
questionnaire will ook like Figure 15. Note the three folders, Routing, Scales and lists and New
objects.

-..:ﬂ Mye funksjonaliteter
-..:.‘ﬂ Faovting
-..:.‘ﬂ Scales and lists
-..:.‘ﬂ Guotas
s [ ohjects
Info
E] Single
(7] bt
(M rid
E] Open
I Condition
E‘ Directive
0 Stop
-..:.ﬂ Folder
= Loop
‘22 30 grid
Script
\..:‘ﬂ Module categary
-..:Ji Zub category
El scale /List
-..ﬁiﬂ ucta

|2 |

Figure 15: Questionnaire view

5.2Adding New Objects to the Questionnaire

Y ou design your questionnaire by dragging objects from the New objects folder, and dropping themin
the Routing folder. For instance, dragging and dropping a Single object from New objects into the
Routing folder, will insert a new single punch form as the first question in the routing. Another way of
inserting an object isto highlight the preferred destination of the object, then selecting the
corresponding object-type from the Insert menu. The new object will be placed after the destination
object.

After you have inserted an object into the routing, it will appear in the routing as a new icon. Double
click the object for editing. Below you will find a description of the different routing-objects available.



52.1 Forms
There are currently five standard types of forms available:

Form type | Description

Info Used for information pagesin the survey.

Single Single-punch question. The respondent can select one answer from alist.

Multi Multi-punch question. The respondent can select many answers from alist.

Grid A question type that |ets the respondent to evaluate a list of variables along ascale.
Open An open-ended question where the respondent can enter his or her response.

Table 5: Standard form types

Welcome to this survey!

FPowemed by confimit

Figure 16: Info Form

Comments

Please, fill in your comments:

Powemred by confmit

Figure 17: Open Form
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Age
Specify:

1524
2534
3544
4554
" 5564
" 55 and older

Powemed by confimit

Figure 18: Single Form

Cars

Which have you testdriven?

™ “alva
[T Saab
[~ Emwy
™ Audi
" Ferrari
™ Fiat

Pawemed by confimit

Figure 19: Multi Form
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Rank

Evaluate the cars:

12 3 4 5
NValva | O O O O T
Saab (OO O OO
Bhiyy & O O
Audi O OO OO
Ferrari & O & O
Fist & O O & O

Fowered by confimit

Figure20: Grid Form

To create and edit aform, insert it into the routing, and then double click it. Thiswill bring up a details
view of the form on the right hand side of the routing. This view consists of several separate pages,
described below. Click the buttons/flags along the top of the frame to access the different pages.
Information is saved whenever you move to a new page, i.e. click on one of the flags. Note that if you
have made modifications in one of the details view pages, and the next action will take place outside
the detail s view frame, remember to click Save. Not al pages are available for al form types.

5.2.1.1 Text

On this page, you supply the text of the form, along with other related information. If you work in two
or more languages at the same time, there will be a separate set of fields for each active language (see

5.2.1.8)

Field

Description

Title

Thetitle of the form. Thetitle appears in the routing-tree. It also functionsas a
heading for the form when used in aweb-survey, and as a descriptive label for the
form when used in online reporting. The length of the title can be maximum 255
characters, otherwise it will be truncated. When atitle is not provided, Text will be
used as atitle. (In templates, you may use the primitive "FTITLE”" where you want
to insert thistext. See 3.6.1.1)

Text

The formtext. (In templates, you may use the primitive "FTEXT” where you want
to insert thistext. See 3.6.1.1)

Instruction

Use this field to give descriptive instructions or comments. (In templates, you may
use the primitive "FCOMMENT” where you want to insert this text. See 3.6.1.1)

Scratchpad

The scratchpad is atext editor available in several screens. If you paste text into the
scratchpad, for instance from a Word-file, you can easily copy and paste text into
textboxes, grids, etc. The content of the scratchpad is stored locally in the web-
browser, and is available as long as the web-browser is open, or until the session
times out. The entire questionnaire can be pasted into the Scratchpad.

Table 6: Text page
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5.2.1.2 Answers

[Not available for Info-objects and Open-objects]

Use this page to define the list of answers, or categories, for a question. The main characteristics of an
answer are its text, which is what the respondent or interviewer will see on the screen, and its precode,
which is the underlying code stored in the database.

q2 - Gender

Answers Properties

Englizh Precade |Weight |Cul‘u“-.l1dth |EIgCu:qur |F'uru:h |KeepF‘u:us |Other

Add Add predefined | Clearl Delete rowves | Savel

Figure 21: Answers page

Thelist consists of one row for each answer or category, and each row consists of the following
columns:;
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Field

Description

Language fields

Thefirst columnsin the list contain the text of the answer. There is one column for
each active language (see 5.2.1.8). Thismakes it easy to trandlate between several
languages.

Precode

Defines the precode of the answer. If a precode is not supplied, the precode will be
equal to the position in the list, starting from 1. If you change the answer list while
asurvey isrunning, make sure that the precodes follow the original answers.
Precodes should only contain alphanumeric characters, with no white space. The
maximum length is 32 characters. For single questions and theitems of agridit is
the precode which is stored in the database. It is stored as a string value. For multi
guestions the precode is used together with the question id as variable name. E.g. a
multi question g1 with three answer alternatives with precodes 1, 2 and 3 will give
three variablesql_1, g1_2 and g1_3 in the database. The same goes for the
elements of agrid.

ColWidth

[Only relevant for scale of grids] Defines the specific minimum width, in pixels, of
ascae-element in grids. Applied primarily to eliminate width-differences between
scale-elements, so to create an unbiased scale.

Weight

A numeric value for the answer. Use thisfield to define the individual

value/weight of each category. Y ou need to define values/weightsto be able to
calculate averages for the question in Online reporting. The average will only be
calculated from answers with assigned values/weights. If you e.g. have “Do not
know” as a possible answer, but want the averages to be calculated only from the
other answers, you may |leave the value/weight of “Do not know” blank. The
values/weights can be defined at any stage of the survey. Note that you will have to
recompile the survey when you define values in an ongoing survey or a closed
survey.

Punch

[Appliesto Multi questions only] Gives you the ability to define one or more
elementsin amulti-punch list as single-punch (e.g.: “None of the above”). The
respondents will not be allowed to choose elements defined as multi-punch and
elements defined as single-punch simultaneously. If the default validation is used,
the respondents have to pick either one or more multi-punch elements ore one
single-punch element.

Background color
property

This property makes it possible to have color variations inside a grid, and answer
listsin Single and Multi questions.

Thelist elements take a standard color string as input. Example: White may be
specified as "white" or "#FFFFFF". A list of color codesisto be found under
Help/Quick cardHTML Colors

This property will not be applied when the Dropdown property is chosen.

K eepPos Set this property to “yes’ if you want a variable keep its position when
randomizing alist (e.g. “none of the above” alwayslast in alist).
Other Set this property to "yes" if you want an open-ended text box after the answer

aternative.

It is not possible to combine dropdown option (see 5.2.1.5 Properties) and Other in
Single questions. The Other option overrides the Dropdown option.

If you have checked off this option for several elements of a Grid question, these
elements will automatically be marked as Not required (see 5.2.1.5 Properties), i.e.
it will be sufficient to answer the other elementsin the Grid.

Table 7: Answers page

When the question is newly created, the list of answerswill be empty. Press the Add-button to create a
new answer in the list. Click inside the first columnin the list. Thiswill activate the first column. When
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you start typing, the active column will be put in editing mode, and a cursor will appear. If there
aready istext in the column, your new text will be appended to the end.

When in editing mode, you can move to the next field by using the tab-button, or by clicking in the
column with the mouse. Y ou can move directly to an adjacent row by using the up- and down-arrow
buttons. If you are at the bottom of the list, the down-button will create a new row.

When you are not in editing mode (no cursor), you may use the left- and right-buttons to move
horizontally around in the list. Press <F2> to enter editing mode.

Y ou can copy rows from the list by pressing <CTRL-C>, and paste rows by pressing <CTRL-V>. You
can copy entire answer lists from the scratchpad and paste them into answers: copy thelist in the
scratchpad, go to the Answersin your question, click Add, single-click in the cell to activate it, and then
paste the list.

The button Add predefined allows you to add a predefined list or scale to the answer list (see 5.2.1.4).
Thisis very powerful when reusing for instance brand lists or scales in the survey. In a predefined row,
the first column will become a dropdown-list when activated; giving you the opportunity to choose
between the different predefined scales and lists.

The scratchpad is explained in 5.6 Scratchpad.

5.2.1.3 Scale
[Only available for grids]

This page defines the scale dimension of agrid. The page is functionally equal to the Answers page.

5.2.1.4 Lists

Quite often, one or more scales, or one or more brand-lists, product-lists, etc. are reused several times
in a questionnaire. confirmit lets you predefine such lists, and reuse them in forms (see 5.2.1.2
Answers), or even in other lists (nested lists). Whenever you change the contents of alist, this change
will be reflected in al questions that use the changed list.

To create alist, either drag a Scale /List object from the New Objects folder to the Scales and lists
folder, or select Scale/List from the Insert menu. Thiswill create anew list in the Scales and lists
folder. Double-click thelist to edit.

Field Description

Name A descriptive name for the list. The list-name is the text that shows up in the
drop-down list when inserting the predefined-list in another form or list.

Answers The answer-list behaves like the list in forms and loops. See 5.2.1.2 Answers for
description of usage.

Scratchpad The scratchpad is atext editor available in several screens. If you paste text into
the scratchpad, for instance from a Word-file, you can easily copy and paste text
into textboxes, grids, etc. The content of the scratchpad is stored localy in the
web-browser, and is available as long as the web-browser is open, or until the
session times out. The entire questionnaire can be pasted into the Scratchpad.

Table 8: List Properties

5.2.1.5 Properties

This page lets you define several aspects of the form-object. In brackets we specify which kind of
questions the properties apply for.
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Property

Description

Question ID

The project-unique 1D of the form (questions). An alphanumeric string with no white
space, starting with a letter. Thisisautomatically generated. Y ou may replace the
system generated I1D with your own. Note that the maximum length for question IDs
is 32 characters. The data are stored in the database with variable names constructed
in the following fashion:

Single

One column with atag identical to question id, and with answer precodes as contents
Open

One column with atag identical to question ID, and the answer text is the content.
Multi

One column per answer aternative. Tag is equal to: question id_precode of the
answer aternative. Contents are either O (not selected) or 1 (selected); for Open Text
Multi questions the contents will be the entered text; for Ordered and Numeric Multi
questions the contents will be the number answered.

Grid

A column for each sub question (answers). Tag is equal to: question id_precode of
the answer alternative. Contents are the precodes of Scales.

Other

“Other: specify” in single, multi or grid questionsis represented in data files in the
following way: Tag isequal to question id_precode_other. Contents will be the
answer text.

NB: You do not have to change the default 1D of a form, even if you introduce the
form between other existing forms (e.g. at a late stage of the questionnaire
congtruction). If you anyway do change the ID, be very careful to giveit a unique ID!
So if you introduce a new form between forms g5 and g6, g5 being a multiple
question, do not label the new one g5_2, asthisisthe code for the second alternative
in the original question g5!

These variable names will be used as column titles when survey datais exported to
SPSS or Excel, or ASCII Tab separated or comma separated files. For Fixed width
ASCII files, these variable names will be used in the definition file.

Constrain length of 1D to 8 charactersif you want to use the ID as column-namein
SPSS when exporting data to this format. For multi-questions and grids, you should
try to constrain length to 5 or 6 characters depending on the length of precodes,
because column names are constructed like this: question id_precode.

Precode mask

Used for filtering answer lists based on answers on previous questions. If you want
to dynamically exclude one or more of the answers in the answer list, use thisfield to
create a JScript-expression resulting in a set of precodes to include. See Chapter 6.4
for a description of expressions.

Field width

[All] Number of characters assigned to this question in the database and when
exporting to fixed width ASCI|I files. The default Fieldwidth for Single, Multi, and
Grid questions, is 32 characters

In one-row text boxes, it will not be possible to enter more characters than specified
in Field width. If the text box has several rows, an error message will be generated,
and the answer will be truncated.

If you specify FieldWidth for Open Text questions, you will be able to use themin
crosstabs.

Rows/Columns

[Open, Multi] Y ou can control the size of Open question boxes. The default size

N — T mendd DA — N Tl PN PR [P S POy P P
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Rows = 5 and Columns = 50. The open-ended questions may appear as text areas or
assingle line input boxes. The "open text" object has got two properties: "Rows" and
"Cols'. Rows = Height (number of lines), Cols = Width (number of characters). To
produce a single line input, set "Rows" to 1.

In Multi questions with the OpenText option, you can specify the field width in
Columns (the default is 30 characters). The Columns option does not appear until
you select OpenText and after you save.
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List
Rows/Columns

[Single, Multi, Grids] Divides the answer list in several columns and/or rows. If you
specify number of rows only, the answers will be distributed evenly across the
columns and vice versa.

These options have no effect on Single dropdown questions.

If you have specified both options, Columns will be preferred as an option in cases
where the number of elementsis higher than specified.

In Grids, if you have chosen Dropdown as an option, List Rows/Columns may be
used to specify the number of rows and columns for the dropdowns.

Numeric

[Open, Multi with OpenText selected)]
If “Numeric” is selected and you click save, then input fields for

“Precision” (integer O<p<=28. Specifies the maximum total number of decimal digits
that can be stored, both to the |eft and to the right of the decimal point),

“Scale” (integer 0<=s<=p. Specifies the maximum number of decimal digitsthat can
be stored to the right of the decimal point.),

“Lower limit” (float) and “Upper Limit” (float) are available to define the scope of
the entry. For “Lower limit”, there is a dropdown containing the choices “>" and
“>=". For “Upper limit”, there is a dropdown containing “<” and “<=".

“Field width” is now not available, because Precision replacesit.

For a Multi with the OpenText selected (in Properties you choose Open Text and
click Save. The Numeric flag will be displayed. Choose the Numeric property and
click Save. The Precision, Scale, Lower limit and Upper limit fields will be made
available.), the same “Precision”, “Scale”, “Lower limit” and “Upper Limit” will be
applied for all fields.

Validation
code

For unlimited flexibility in question-validation, you can write JScript-code to
validate your answers. See Chapter 6.

Coding of

[Multi with Opentext coding selected] Here you specify the Question ID of the
Open-Text question that will be coded in the Multi question.

See Chapter 10.

Randomize

[Available in Single, Multi, Grid] When checked, the list of answers will be
randomized. The answer alternatives that have KeepPos property set to Y es, will keep
their original position in thelist.

Recoded var

[Single, Multi, Open] Used in Reporting. Turns this form into a recoded variable,
which will not show up in the interview. Y ou can predefine complex recoding rulesin
SQL or JScript (see Chapter 12)

Background
var

[Single, Multi, Open] Treat this form as a background variable. Background variables
are by default Hidden. The form will not show up in the interview, but will fetch its
value from the respondent list. Very useful when you have information on your
respondents, which you want to apply in the skipping-logic of your questionnaire, or
in the Online reporting. A column with a name equal to the form-1D isrequired in the
respondent list. See Chapter 8.

Pandl var

Treat thisform as a Panel variable. Panel variables are by default hidden. For more
information, see Chapter 9.

Hidden

[Single, Multi, Open] A hidden form ("dummy question") is hidden from the
interviewer/respondent, i.e. it is never displayed, but its value may be set on the fly
from script-objects, making, e.g., “on-the-fly”-recoding possible. It is used for internal
programming purposes or for reporting when you need to store a calculated variable
which is used for example as afilter in a question or for some arithmetic calculations
on some of the respondent’s answers.

Ordered

[Multi, Grid] Check thisflag if you wish the generator to produce code that ensures
that the inputsin Multi Ordered questions and Grid questions are unique and
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consecutive for each alternative in the list.

In Multi questions, you can combine this choice with OpenText option. The data input
boxes will be placed after the text.

OpenText

[Multi] Instead of checkboxes, open text boxes will be displayed. When saving, the
properties Columns and Numeric will appear. The size of the text boxesis defined in
Columns.

Dropdown

[Single, Grid] Singles and grids are normally represented as rows and columns of
radio buttons. This flag will generate dropdown-boxes instead.

Not required

[All] Normally, al questions require an answer if you have checked off the option
Answer Required in WI Generator (see 7.2.1). Checking this flag will turn off this
validation for the particular question.

Ordinary Multi questions are by default not required. Multi questions with asingle
punch item will be required as long as the default exclusivity validation is used.

Deleted

[All] When you delete an object from the routing, it is not permanently deleted, but
the “deleted”-flag is set. If you turn on Show deleted nodes (see 5.5 Editing the
Routing), you can undel ete the object by unchecking this flag.

Password

[Open] Makes it possible to collect data from the screen in a password style. The
letters will appear as**** on screen. Y ou may then perhaps want some validation of
the password, or screening:

If the password question has question id g1 you could use a condition like thisin your
validation code:

IF (f('gl') == "secret_password") THEN ...

For organizations that want to do internal surveys but don't want to have their
employees log on with personal passwords and userids or unique urls, thismay be a
solution. The survey password must then be distributed within the organization and be
the same for all respondents.

Rows are always forced to 1 for questions with password property, no matter what
you specify in rows.

Opentext
coding

[Multi] Check thisflag to specify that this Multi question will be used for coding of
an Open-Text question. Remember to check hidden, too! See Chapter 10.

Table 9: Form properties

5.2.1.6 Preview

The preview page will give you an idea of the respondent’ s view of the question. The questionis
displayed using a standard web-interview template. Once you generate the WI for the first time, the
template you have chosen will aso be applied in Preview.

5.2.1.7 Tracking

The tracking functionality allows you to trace where and when a particular question has been used.
This applies to questions that are saved in confirmit Library and reused in several projects over time.
Questions are traceabl e as long as you do not change their Question ID. Y ou may change titles and

texts, though.

5.2.1.8 Languages

In amultilingual project, you may not want to work with all project-languages at the sametime. This
page lets you select a subset of languages to work in. Check or uncheck languages, and select another

page.




522 Conditions

Using condition-objects, you can create skip-logic in your questionnaire. To create and edit a condition,
insert it into the routing, and double click it. Y ou insert conditions wherever you want to ater the flow
of asurvey based on a Boolean expression that either evaluatesto TRUE or NOT TRUE, for instance
based on the answer on a previous question. If the expression evaluates to true, the survey-mechanism
will execute the routing-objects beneath the THEN-node. If the expression does not evaluate to true, the
objects beneath the ELSE-node will be executed, if the ELSE-node exists.

£ IF frq1Y == 1"
It THEN

Figure 22: Conditional node

The expressions are written using JScript. Expressions are described in Chapter 6.3. and to help
building expressions, there is a condition builder (see 5.2.2.2 Condition Builder).

5.2.2.1 Description of Fields

Field Description

Expression A JScript-expression evaluating to true or false. Described in detail in 17 confirmit
Scripts.

Branches Select whether the condition should include an ELSE-branch or not.

Deleted Used the same way asin forms. When you delete a condition from the routing, it is

not permanently deleted, but the “deleted”-flag is set. If you turn on Show deleted
nodes (see 5.5 Editing the Routing), you can undel ete the object by unchecking this

flag.
Do not If a condition evaluates to FAL SE, the answers to all questions inside the THEN
perform folder is deleted. (If it evaluates to TRUE and has an EL SE folder all the answersto
delete: the questions inside the EL SE folder is deleted.) Thisisto ensure consistency in the

dataif the respondent moves back and forth in the questionnaire and changes his/her
answers (if you have allowed the respondents to modify their answers). But
sometimes you do not want to delete the previously entered data. This could e.g. be
in a questionnaire where the respondent is allowed to re-enter, but should only get
access to some of the questions or a different set of questions than the first time. To
prevent deletion of the answersinside a THEN or EL SE folder with a check that this
isthe first or second time the user access the survey you have to check this property.

Table 10: Conditional fields

5.2.2.2 Condition Builder
The condition builder helps you to build JScript expressions.
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Condition builder

g2

.

ale [1]
Female [2]

Figure 23: Condition builder

To use the condition builder, activate a condition-object by double clicking on it. Single-click on a

form in the routing-tree you want to base your expression on (Double-clicking will activate form-edit

mode). Thiswill bring up the condition builder for the chosen form. The condition builder consists of

threelists:

List Description

Variable Thislist will show the form-1D of the selected form. If the form isagrid, each of the
answersin the grid (which are themselves single-punch questions) will be shown.
Click on aniteminthelist to insert areference to the form in the expression-field.

Operators and Thislist includes most of the operators and methods you can apply to the form-

methods object in focus. Thelist will be different for each type of form, because the various
form-types support different methods. Click on anitemin the list to insert the
operator or method into the expression-field.

Precode This list will show the answers of the selected form, with the precode in square

brackets. Click on an itemin thelist to insert the precode into the expression-field.

Table 11: Condition builder

In combination, these lists make it easy to build complex expressions without remembering the JScript-

syntax. You may at any time single-click another form in the routing to expand your expression to be

based on more than one form.

Description Symbol
Logical NOT !
Lessthan <
Greater than >
Less than or equal to <=
Greater than or equal to >=
Equality ==
Inequality 1=
Logical AND &&
Logica OR I

Table 12: Single/grid operators
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Example: Y ou have an age question with 4 answer alternatives. Y ou want to include a condition that

Description M ethod/oper ator
Includes .inc(

Union . uni on(
Intersection .isect(
Difference Ldi ff(

Logical AND &&

Logica OR [ ]

Logica NOT !

End parenthesis

)

Comma

Table 13: Multi operators/methods

Remember that each part in a condition has to be a complete statement.

selects only respondents who have answered ‘1’ or ‘2'.

Thisis not the correct condition:
IFf(age')=="'1"||'2" THEN...

B Frokostmete

El Fouting

Here ‘2" isnot a statement!

i - \Welcome (Info)
LF

<+ THEN
g6 - Gender (Single)
I IF girquotat ™y
G2 - Cars (30 Grid)
53 (MUt

10 - Comments (Open’

ﬁ Scales and lists
ﬁ Guotas

B Mewy ohjects
Imfa

Single

Mutt

Grid

Open

I Condition
|I| Directive
0 Stop

E Faolder

Thisisthe correct syntax:
IFf(‘age’) == ‘1" || f(‘age’) == ‘2 THEN...

Expression:

= |l Condition Properties

fage) =="1'l'2

Branches: | If. Then
Deleted: [
Update |

[

Check expression |

Condition builder
Variahle Operators Precode

ane

I=
=

==

=

=
And
Qr

I

)

=4

Figure 24: Incorrect Condition

18-24 [1]
28-34 [
35-44 [3]
45-54 [4]
a5-64 [9]
f5 and older [A]
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A Frokostmete = |l Condition Properties

{23 Routing Expression:
if - Welcome (Info) frage) == ' || fCage) == 7' =
1 F -
I+
L THEN
Branches: | If.Then -
of - Gender [=ingle) I J
I F gfrgquotat™) Deleted: [~
B892 - Cars (3D Grie) Update | Check expression |
o8 (MUt

-qm Sonpeelicesy Condition builder

E Scales and lists

A quctas Variable Operators Precode

E Mewy ohjects oo
P age PZ 15-24 [1]
Single - 35-44 [3]
MLt 2= 45-54 [4]
Grid = 55-64 [5]

? == ana older
Tl open B4 and older [6]
X Condition gn d
mDiremive | ' —

O Stop .
:| -
E Folder _I

Figure 16: Correct Condition

Y ou see from the expressions above that the precodes 1 and 2 have apostrophesin front and after. This
is because the "precodes’, i.e. the answers to questions are always stored as strings and not numbers.
Because of thisyou have to be a bit careful when using greater than (>) or less than (<). If you consider
how you sort items alphabetically (like in a dictionary) a sequence of numbers 1,2,3,...,10,11 will be
sorted like this: 1,10,11,2,3,...,9 when sorted as strings. So actually f('ql")<'3" will be TRUE for the
numbers 1,10,11 and 2, and that was probably not your intention. Y ou will have to force the precodes
to numbers before doing a condition with greater than or less than, using a method called .toNumber()
like this: f("g1").toNumber()<3. Using this, the expression will be true for 1 and 2, as expected.

See 6 confirmit Scripts for amore thorough description of Jscript syntax in conditions.

To check if your expressions are correct there is a Check Expression button. The Check Expression
might however sometimes give you awarning, even if your expression is correct:

Error in expression

Object doesn't support this property or method

confirmit allows al valid Jscript expressions whereas the Check Expression is built only to accept the
most basic expressions. Y ou will also get asimilar warning when you compile your project (see 7.1.).

Test your project to see whether the condition works as intended.
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5.2.3 Inserting Page Breaks: Directives

Directives are instructions to the interview-generator that apply from where they are inserted in the
routing and forward. The directives are used for inserting page breaks in the questionnaire.

At the moment, two directives exist:

Directive

Description

MULTIPLE_QUESTIONS

This directive will instruct the interview-generator to display the
succeeding questions as a batch of questions on one page. There will
be a break when a condition, precode mask or a new
MULTIPLE_QUESTIONS- or SINGLE_QUESTIONS-directiveis
encountered. Example: If you want aweb-survey to break for each ten
forms, insert aMULTIPLE_QUESTIONS &fter every 10th form.

SINGLE_QUESTIONS

One question per page, i.e. a page break will be inserted after each
question.

[termn | Insert | Wiew

E Frokostmete
-S Routing

H piRECTIVE

i -
ig - Welcome (Infa’ Deleted:
age - Age (Zingle)

Table 14: Directives

Selecta j

directive:

LTIPL TIOME

0f - Gender (Singh z/RIELE

I F gfrguotat™

Figure 26: Selecting a Directive

[term | Insert | Wiew
El Frokostmete
3 Fouting

] oirecTivE: SINGLE_QUESTION
i8 - Wielcome (Infa)
E] age - Age (Single)
gE - Gender (Single)
L F girgquotat™)
g2 - Cars (30 Grid)
53 (ML)

10 - Comments [(OpenText)

Figure 27: Single Question Directive
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\.:ﬂ Frokaostmete
-..:Ji Rauting

[l pRecTivE: MULTIPLE_QUESTIOMNS
i - \Wielcome (Info)
age - Age (Single)
g6 - Gender [Single)
I F gfrguotat ™)
(] pRecTivE: MULTIPLE_QUESTIONS
(#8 g2 - Cars (30 Grid)
53 (MUt
10 - Comments (OpenText)

Figure 28: Multiple Questions Directive

5.2.4 Stop-objects

A Stop in the questionnaire will end the interview. Thisis mainly used for screening-purposes, and to
end the interview various places in the routing. The status-code you set on the Stop-object is important:

Setting Description

Complete The web interview should be considered a complete interview. Statusis set to
complete and the end time of the interview is registered. Normally, online reporting
will only show statistics for complete interviews.

Screened Use this status-code to mark the interview as incomplete because of screening.
Statusis set to "screened” and end time is set.

Quota full Theinterview is stopped for a certain group of respondents due to afull quota. See
Chapter 5.4.

Table 15: Stop node settings

5.2.5 Scripts

For advanced routing, on-the-fly recoding, redirects, calculations on answers to questions or other
programming efforts, you can insert script-objects that will run your JScript-code when executed.
When using script-objects, care must be taken to create codes that will run without errors. JScript is an
interpreted programming language, which means that the code will only be checked at run-time. You
should always perform thorough testing of questionnaires that include script-objects. (See Chapter 6
confirmit Scripts.)

5.2.6 Loops

A loop is a special type of folder, where the routing inside the loop will be repeated for a number of
iterations. Let’s say you want to repeat a block of questions for alist of car-brands. Instead of defining
the same block of questions for each car-brand, only replacing the brand name, you can simply create a
loop iterating over the list of cars, asking the same question(s) for each brand. Y ou can also use nested
loops (loops in loops).
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Loop (D ||::ar5

Field width I

fi'cars_tested')

Precode mask

K

Randomize r
Deleted r

Loop members

English |F'rec|:|de |KeepF‘ns Active

.ﬂ-.ddl Add predefined |Clear| Delete rovws |Save|

CATI Specific:
I Add Column | Del Column |

Figure 29: Loops

Theinitial definition of aloop consists of giving the loop a unique ID within the project, and creating a

list of loop-iterations (created in the same way as you create an answer list in aform (see 5.2.1.2

Answers). The different parts of the loop-details view are:

Field width: Number of characters assigned to the iteration precode in the database and when
exporting to fixed width ASCII files.

Precode mask: If you want to filter the list of iterations, use this field to create a JScript-
expression resulting in a set of precodes to include or exclude. See Chapter 6.4 for a description of
expressions.

Randomized: When checked, the list of iterations will be randomized. The answer alternatives
that have KeepPos property set to Yes, will keep their original positionin thelist.

Loop ID: A unique ID of the loop within the project. The maximum length is 32 characters and it
should contain only a phanumeric characters.

Deleted: When you delete aloop from the routing, it is not permanently deleted, but the “ deleted” -
flag is set. If you turn on Show deleted nodes (see 5.5
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Editing the Routing), you can undel ete the object by unchecking this flag.

e Loop members: A list of loop-iterations, edited the same way as the answer-list in forms.
Definition of standard columns:

Column Description

Language Thefirst columnsin the list contain the text of the loop-iteration. Thereis one

columns column for each active language (see 5.2.1.8 Languages).

Precode Defines the precode of the iteration. If a precode is not supplied, the precode will be
equal to the position in the list, starting from 1. Precodes should only contain
aphanumeric characters, with no white space. The maximum length is 32 characters.

KeepPos Set this property to “yes’ if you want an item to keep its position when randomizing
thelist of iterations.

Active Defines whether the iteration is active or not. The default setting is Active. For

instance, in long-running surveys, you may want to ask the same set of questions
once aweek, but for different brands/concepts. By adding to thelist, and
activating/deactivating iterations, you can keep the same questionnaire.

Table 16: Standard loop columns

5.2.7 3D - Grid

A 3D grid isanew questionnaire folder object. This object gives you the opportunity to combine
various question types into one object with grid layout thus enabling a more compact rendering. The
3D grid alows al the question types to share the same list of answers.

The 3D grid object can contain the following question types:

e Single punch question

e Multi punch question/Multi punch question with Open Text or Ordered property

e Grid question/Grid question with Ordered or Dropdown property

To add a 3D grid object to your routing, you drag a 3D grid object from the New objects folder:

A e objects
Imfo
Single
(Tt
Grid
Open
I Condition
|I| Directive
0 Stop
-..:.‘!i Folder
= Loop
&2 30 grid
Script
\.:Lﬂ Module categary
-..:.‘.i Sub category
Elscale /List
-..ﬂ.‘.i ucta

Figure 30: 3D grid object in the New objects folder
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Property Description

Question ID The project-unique ID of the form (questions). An aphanumeric string with no
white space, starting with aletter. Thisis automatically generated. Y ou may
replace the system generated |D with your own. Note that the maximum length
for question IDsis 32 characters.

Precode mask Used for filtering answer lists based on answers on previous questions. If you
want to dynamically exclude one or more of the answers in the answer list, use
thisfield to create a JScript-expression resulting in a set of precodes to include.
See Capter 6.4 for a description of expressions.

Randomize When checked, the list of answerswill be randomized. The answer alternatives
that have KeepPos property set to Y es, will keep their original position in the
list.

Not required Normally, all questions require an answer if you have checked off the option

Answer Required in W1 Generator (See Chapter 7.2.1).

Deleted When you delete an object from the routing, it is not permanently deleted, but
the “deleted” flag is set. If you turn on Show del eted nodes (See Chapter
5.5Editing the Routing), you can undel ete the object by unchecking this flag.

Table 17: 3D Grid Properties

and drop it in your questionnaire routing, e.g. Cars2 ().

s..ﬂ Mye funksjonaliteter 2
\...ﬂ Rauting
[t - Age (Singls)
[(F1gz - Cars (Mutti)
(83 - cars20)
-..:.”'ﬂ Scales and lists

Figure 31: 3D grid in the questionnaire routing

Once you have added a 3D grid object to your routing, you can edit it by double-clicking it. In Answers
you enter the answer list that will be shared by all the questions that will be added to the 3D grid. In
Text you may enter the question text that also will be common for all the elementsin the 3D grid. The
menu and properties are the same as for the other types of questions, and are explained in detail in
Chapter 5.2.1.

Now you can drag questions from the New objects folder and drop them into the 3D grid. Remember
that if you want the object to end up insidethe folder, hold the <AL T>-key down before
dropping. The object will appear asthefirst object in the folder. The next object you can drop on
the first object in the folder.

Y ou edit the questions in the 3D grid by double-clicking them. Y ou will notice that there is no Answers
option for Single punch, Multi punch and Grid questions in the menu. The text you wish to appear
above each of the questionsin the 3D grid, e.g. Which cars have you testdriven?, Which car do you
own?, Evaluate the carsError! Reference source not found., hasto be entered in the Text field of
these questions.
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04 - Liking

[ Teot IO EN LA P review | Tracking | Languages |Save | |

Properties

Cuestion type  Multi

Figure32: Multi punch question menu in a 3D grid

However you can add Scale to the Grid element in the 3D grid.

Text|Scale F'rn:upemes Preview|Tracking|Languages|Save| |

Properties
Cuestion type  Grid

Figure 33: Grid question menu in a 3D grid

The following picture shows how a 3D grid consisting of a Multi punch question, a Single punch
guestion, and a Grid question with a dropdown property chosen, will look like in an interview.

Cars2

Please, answer the following questions about cars:

Which cars have “Which car

you testdriven? do you own? S S

Wolvo r . |Pleaae selectyour anawerj
saab r . |Please selectyour answerj
Bl r . |Please selectyour answerj
Ardi r . |Please selectyour answerj
Ferrari r o IPIeaae selectyour answerj
Fiat I . |Please selectyour answerj

Figure34: A 3D grid object in a survey



5.3Quotas

Within a survey, quotas are used to predefine the number of responses you would like for different sub
sampl es (target groups), or for the overall survey. When a quotais reached, the survey can
automatically be closed for respondents belonging to that sub sample by using conditional expressions,
while it remains open for other respondents belonging to other quotas that have not been filled up.

confirmit allows full quota control based on both demographical or attitudinal questions. Quota
control can also be achieved on compound quotas, i.e. quotas consisting or built on 2 or more variables.
confirmit may also inform you by mail warning about quotas being completed.

Example:

« You have apop up survey running, and you know that mostly young people visit the site (your
estimate: 5% 40 years or older). However, you are interested in opinions from 40+ as well,
and you would like to have 100 responses from that sub sample. Without quota management
you would have to “wait” for 2000 respondents (2000*5%=100). But if you only need e.g.
200 responses from the young ones, you can avoid receiving “too many” responses by setting
quotas, closing the survey for the young ones after 200, and just letting the othersin until their
quotaisfilled up aswell.

5.3.1.1 Defining quotas and quota forms

The questionnaire author from within the Questionnaire tree defines quotas. Quotas are created by
following these steps:

1. Drop aQuota object from the New objects folder into the Quotas folder.

-...:ﬂ Mye funksjonalieter 2
-..:ﬂ Fouting
E] oS - Gender (Single)
[F et - age (Single)
L F girguotat™
1t THEN
OsTor
(T2 - Cars (Multi)
(147 - Features (Grid)
EHy3-cars20)
-..:ﬂ Zcales and lists
-..:13 Quotas
-.ﬁ:ﬂ fuata?
i o2 (Cars)
Bt ege)
Figure 35: Adding quotasto a survey

2. Drop the questions that are relevant for the quota into the new quota folder. Only single
punch, multi punch and grid questions can be used for quotas. Forms from within loops
cannot be used for quotas. Although possible, it isnot customary to use multi punch and
grid questions as quotas.
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5.3.1.2 Defining quota counters

Once a quotais defined in the questionnaire tree, the actual quota limits with corresponding quota
counters have to be defined. You have to recompile the database befor e you can edit the quota
details.

Initially a quota contains no counters. The counters are defined by adding a combination of precodes
from zero or more of the forms within the quota. Y ou double-click on the quota folder in order to edit
guota counters.

If you click the Add all button, all answer alternatives will be added for quota editing, or all possible
combinations for compound quotas. E.g. in Figure36: Quota details for a single punch question, all age
groups would be added for quota editing.

QUOTA DETAILS ——— p16180441 —
Quota "quotal”
CGluota name: |quuta1

Cluota full email; ljhn@anwxhere.cnm

Quota Cluota

Age limit count Exall
Save I LIpdate counters |
[Any] =l Add

f5 and older

Figure36: Quota detailsfor a single punch question

If you wish to define a quota limit only on one or several of the variables, you highlight it and click the
Add button.

QUOTA DETAILS p16 160441 —
Quota "gquotal”
Cluota name: |quuta1

Gluata full email: |jnhn@anwhere.cnn

Age Quota limit Quota count Email

25-34 |1 oo 3 ¥ [Delguota
Save | IIpdate counters |

[ 1A = Add

Add all |

Figure37: Defining quota limit for one variable
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Field Description

Quota hame Allows to name your quota

Quota full email The email address of the person you want to receive a message once the quota
isfull. There will be sent an email when one of the categoriesisfull for a
guota, specifying which category that has reached it's limit, e.g.:

Filled up quota counter:

age ='1
Quota limit Here you specify the quota limit.
Quota count The number of respondents who currently classify for the quota
Email Check here if you wish to receive an email when the particular quotais full.

Table 18: Quota details

Figure37: Defining quota limit for one variable shows how a quota counter definition may look for the
Age quota. The interpretation of this quotais:

*  Not more than 100 respondents in the age group 25 - 34 should answer the survey.

If amulti punch question isused for a quota, there will be one field for each answer aternative. These
answer aternatives will be valid for multi questions:

e ‘Chosen’, which correspondsto values ‘1’ and upwardsin the database, i.e. number of
respondents who have chosen the variable.

e If you choose‘Any’, the quotawill not be applied to that variable.

QUOTA DETAILS G604 —

Cluota name: |[:|untaz

Cuota full email: ljhn@anywhere.cnm

Voo BMW Audi Mercedes Saab Ferrari Quota  Quota ., -,
limit count
Del
[y Chosen [Ar] [l [yl [Arry] |1IIIIII 29 Lo

Save I Lipdate counters |

g =g =l = med = (el 2] e =] Add
Add alll

Figure38: Quota details for a multi question
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Figure38: Quota details for a multi question, shows that variable BMW has been quota limited to 100.
Wewould advise you to make a separate Quota for each variablein a multi question, in case you
wish to set alimit for several of the variables, because the system will evaluate the function

gf(“ quotaname”) to true once one of the quota counter s has been filled up.

If agrid question is used for a quota, there will be onefield for each answer alternative like in amulti
punch question, with the scale as a dropdown for each of them. Again you have a choice between
adding all the variables for quota defining and specifying only some of the variables.

QUOTA DETAILS p16 168441 —
Quota "‘quotad”
Cluota narme: |[:|unt5|3

Cuota full email: ljhn@anywhere.cnm

Speed Safety Sunroof Colour Cupholder Quota limit Quota count Email
Save | Lipdate counters |

[t =] [tan =] [iany =] Tiama =] [iama =] | Add
Adid all | (W

1
2
3
4
a
Figure39: Quota detailsfor a grid question
QUOTA DETAILS p16169991 —
Quota "quota3’
cuuota name:; |qunt33

ciuota full email: bhn@anywhere.cum
Quota Quota

Speed Safety  Sunroof Colour Cupholder limit count Email
[Del
[Any] a E | [Any] [Arm] 100 11 W uotal

| Save I Lpdate counters |

[1amd =] [iand =] [ =] f1amd =] e =] | Add
Add all |

Figure40: Quota detailsfor a grid question 2
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Figured0: Quota details for agrid question 2, shows that variable Safety has been chosen for quotas.
The Safety quota will be counted as full after 100 respondents have rated Safety as 5.

Wewould advise you to make a separ ate Quota for each variablein a grid question, in case you
wish to set alimit for several of the variables, because the system will evaluate the function
gf(“ quotaname™) to true once one of the quota counter s has been filled up.

5.3.1.3 Compilation of quotas
Once quotas with all quota limits are defined, the quotas are compiled to the SQL database (interview

environment) during the compilation of the survey. During this compilation all quota counters are
calculated based on completed interviews if the quota counter has not been compiled before.

Once a quota counter is compiled to the interview environment, the interview engine only updates the
guota counter when new interviews are completed.

If you add a quota after a survey has started running, you will have to press Update counters button in
order to register the respondents qualifying for the quota sample, but who have answered the survey
before the quota was added.

5.3.1.4 Changing quota limits

Once the quotais compiled, any changes to the quota limits will be updated directly to the interview
environment. It is not necessary to recompile the survey in order to update the quota limits. It is enough
to click on the “Update counters” button. If some interviews are removed from the database manually,
it may be necessary to recalculate all the quotas. Selecting Update counters from the quota details
screen can do this.

5.3.1.5 Updating quota counters during interviewing

When an interview is completed the first time, quota counters are incremented by 1. Only counters
satisfying the answers are incremented. If a respondent re-enters an already completed interview, the
guota counter is not modified.

In the single punch guestion quota example above, the counter for respondentsin the age group 25 - 34
will be incremented if arespondent in this age group completes an interview.

5.3.1.6 Checking quotas during interviewing

All guota-checking needs to be programmed into the interview as indicated in the Questionnaire tree
above, see Figure 35: Adding quotas to a survey. The function gf (“ quotaname”) returnstrue if the
specified quotais full for this respondent's answers to the quota questions, i.e. the quota this respondent
belongs to.

5.3.1.7 Respondent info for full quotas.

As shown in Figure 41: Quota Condition you will have to either stop the survey for the respondents
qualifying for an already full quota, or reroute them to a different group of questions, all depending on
your survey.

E] g5 - Gender [Single)
[Fet - Age (singls)
T IF gfrgquotat™)
1 THEN
Os7op

Figure 41: Quota Condition

If you are terminating the survey by adding the STOP node to the THEN branch, the respondents will
receive the standard confirmit message in their survey language: “Thank you very much for your
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time!” If you wish to present the respondents with a customized message, add an Info object before the
STOP node and enter your end text, e.g. “Thank you for your cooperation, but we have gathered
enough responses from the target group you belong to........

5.3.1.8 Deleting Quotas

In order to delete a quota from the database, you highlight the quota, press Delete, and then recompile
the database.

5.4Folders

To organize your questionnaire, create foldersin the routing. For example, put all demographic-forms
into one folder. To place an object inside a folder, hold the <AL T>-key down before dropping. The
object will appear asthefirst object in the folder. The next object you can drop on the first object in
the folder.

Field Description
Name The name of the folder (shows up in the routing-tree).
Description A description of the folder.

Table 19: Folder fields

Folders make it easy to move a set of related routing-objects around in the questionnaire. When you
move afolder, al the objects inside the folder will be moved, too. Folders are also used in conjunction
with the library (see 5.10 CONFIRMIT Library).
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5.5Editing the Routing
Y ou reorganize the routing mainly by means of drag & drop in the routing-tree.

55.1 Moving an Object

To move an object (and its children, when moving folders, loops, 3D Grids and conditions), left click
the text of arouting object in the tree. Thiswill make the object turn blue.

*  Keep pressing the button, and start dragging. After moving the mouse afew pixels, ayellow drag-
object will appear to the right of the mouse-pointer, giving you an indication of what you are

dragging.

« At this point, releasing the mouse-button will drop your object on the object that is beneath the
mouse-pointer. This destination object is awaysred.

« If youwant to cancel the drop-operation while dragging, press the <ESC>-button. Do not just drop
the object “out of sight”.

e If the destination object is out of view because the routing is long, use the arrow-keys or
PgUp/PgDown-keys to scroll up and down slow or fast. Keep the mouse-button pressed.

*  When you drop the object, it will be moved to the new location, aslong it is dropped on an
allowed destination. An example of an un-allowed destination is one of the objectsin the* New
objects’ -folder.

«  Dropping an object on top of another usually means to move the object to the position behind the
destination object. If you drop an object on afolder-type object, it will end up behind the folder,
not inside. If you want the object to end up insidethe folder, hold the <AL T>-key down
before dropping. The object will end up asthefirst object in the folder.

NB: If you should wish to change default form IDs, please read carefully the Question ID section in
Table 9, 5.2.1.5 Properties.

5.5.2 Duplicating an Object

Duplicating behaves exactly like moving, but you create a copy of the source object. To duplicate, hold
the <CTRL>-key down before dropping. An alternative isto select an object, and choosing Duplicate
from the Item menu.

5.5.3 Selecting Multiple Objects

If you want to move or duplicate multiple objects, select the first object, hold <SHIFT> or <CTRL>,
and press another object. <SHIFT> will multi-select consecutive objects, and <CTRL> will multi-
select specific objects. To drag the selected objects, hold <SHIFT>, click the last selected object, and
start dragging. Y ou may release the <SHIFT>-button while dragging, and use the <ALT> and <CTRL>
button to move inside or duplicate as described in 5.5.1 Moving an Object.

55.4 Deleting Objects

To delete one or more objects, select them, and press <DEL>. Thiswill remove the selected objects
from the routing, and set the Deleted flag on the objects to true.

Y ou can undel ete such objects by checking Show deleted nodes from the details-view of the top folder
in the routing-tree (The root-folder with the name of the project. Double click to access details-view),
and refreshing the tree. All deleted objects will appear as grayed-out in the routing-tree. Access the
Properties page for the deleted object you want to recover (see 5.2.1.5 Properties), and uncheck the
Deleted flag.

However, if the objects are already marked as deleted, and you del ete the del eted objects, they are
permanently deleted, and non-recoverable.

61



555 Pitfalls

Due to internet-browser limitations, some of the drag & drop operations may not be as intuitive as they
are in normal Windows-based application:

«  When picking up an object to drag, point to the text of arouting object, not the icon. Y ou cannot
drag theicon.

« If you drag too many objects, the drag-operation will fail with an error-message.

«  After dropping an object, there will be a delay because of the round-trip to the server.

5.6 Scratchpad

The scratchpad is atext editor available in several screens. If you paste text into the scratchpad, for
instance from a Word-file, you can easily copy and paste text into textboxes, grids, etc. The content of
the scratchpad is stored locally in the web-browser, and is available as long as the web-browser is open,
or until the session times out. The entire questionnaire can be pasted into the Scratchpad.

5.7Grid View

NB! Grid View requires Internet Explorer 5.0 or higher.

The Grid View functionality allows the user to edit several questionnaire objects simultaneously in one
pagein al project languages. The Grid View is a page where selected properties of selected
guestionnaire objects are gathered in one page. The user can edit the propertiesin the page and save the
changes there.

All questionnaire objects, except Quotas, may be edited in Grid View.

5.7.1 The Grid View Configuration Page

To enter the Grid View configuration page, the user has to highlight an object in the questionnaire, or a
Scale/List. The Grid View can be used:

*  Onthewhole project by highlighting the project title folder: the user then will be able to edit
all the objectsin the questionnaire and Scales/Lists

*  Onthewhole Routing folder: the user then will be able to edit al the objectsin the
guestionnaire

* Onfolders: the user then will be able to edit all the objectsin the folder

*  On conditions: the user then will be able to edit all the objects subordinate to the conditional
expression

e Onsingle nodesin the questionnaire

The user highlights an object in the questionnaire, and from the Item menu selects Grid View.
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Figure 42: Choosing Grid View from Item Menu

The Grid View configuration page will be displayed.

Item | Insert | Wiew
plncert! _, GRIDVIEW CONFIGURATION pOD4EEE2 —
Grid Wiew Project — Pleaze configure the fiters before searching
E Routing

oper] - Mame (OpenTex Config settings

single1 - Age (Single) ] ) )

1 F f{singlet”) == 1" Text (Title, test, instruction...) r

(0 husti quiesstion AnsSwers [(Answer, Scale, Loop Member ) r

@ Cipen text question 5 . - PP o

D Giil qusstions roperties (Dropdovn, deleted randomize .. "
3 Scales and lists Children  (...of Loop, folder, condition ... I include "I

S:::m 5 Languages (text and anzwers)

Elage English 3
ﬁ Guotas Japanese I

() quotaz )

G e Morvwegian ¥
E Mewy ohjects Textfiter: (Only nodes containing the follovwing text)

rd

[Hinto % Mot activated

Zingle I

Muit .

Grid

Open

X Condition

Figure 43: Grid View Configuration Page
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Setting Description

Text Checking this flag enables question text fields (title, text, instruction) in Grid
View

Answers Checking this flag enables answers (answers, scales, loop members) in Grid View

Properties Checking this flag enables form propertiesin Grid View

Children Choose whether to include or not to include the children of nodes (loop, folder,
condition) in Grid View

Languages Choose in which project languages you want to work in Grid View

Textfilter Enable nodes containing a specific text string in Grid View.

Search Clicking this button will activate the Grid View according to your chosen settings.

Table 20: Grid View Configuration Settings

5.7.2 The Grid View Page

5.7.2.1 The Grid View of a Single Node

If the user chooses a Single question, checks all the settings, and clicks Search, the following picture
will be displayed.

single fgineLE)  Findintree
TEXT

Title Text Instruction
Enﬁge A \Specify your age: | [—|
- pAE Tty e A PRSP WERS A B FE & =]
) w|ELECHZLY BFEa - - e
nnﬂlder A Oppgi din alder: | [—|
ANSWER

English |Japanese |N|:|rwegian |Precnde |Weight |C|:|

4| | i

.ﬂ«ddl Add predefined |Clear| Delete rowes |

PROPERTIES

Frecode mask j"uf.alidatil:-n code ﬂ
Randamize r Dropdown r Field width
Background var [ Mot required r List rows

Hidden r Deleted r List cols

Panel var I

Figure 44: Grid View for a Single Question

As Figure 44 shows, all fieldsin the question with the question ID “singlel” are editable.




Setting Description

Hide tree Clicking this button will hide the questionnaire tree, and the Grid View will be
expanded.

Save Clicking this button will save the changes made by the user in the Grid View.

Find intree Clicking this button will highlight the particular node in the questionnaire tree.

Show tree The button that appears at the bottom of the Grid View when it has been
expanded. Clicking this button will display the questionnaire tree again.

Table 21: Grid View Settings

Hidden | Deleted (I List cals | ]
|

Panel war

Figure 45: Show Tree Button

In the following, afew screenshots of various nodes in Grid View will be presented.

The picture below isa Grid View of an Info node with all properties and project languages chosen in
the Grid View configuration settings:

info1 |{.I'NFD} Firdl in tree |
TEXT
Title Text Inztruction

EnThankynu A |ou are notin our target - [—|
~ | aroup. - -

i a—LdAA “NAATT WEBRH A FFh - =
» Bl sc k). BFEra -l - -

o Takk ~\Du erikke i malgruppen var, ﬂ =

PROPERTIES

Deleted r

Figure 46: Info Node Grid View

The picture below isa Grid View of an Open Text question with all properties and project languages
chosen in the Grid View configuration settings:
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|{GFEI|",||"] Find in tree

TEXT

Title Text Instruction
" Marme A |Please fill inwour narme: ﬂ [
o paEE-Erlty e “ | PRS- PWERH A F~BF - =
! . Fnﬁl_,-?_::t| :J:L_L EEEJ‘_L‘ - -
" lavn A Vennligst oppai ditt navn: ﬂ [
PROPERTIES

alidation code

Fasswaord
Background var
Mumeric

FPanel var

I -

Hidden (I Field width
Mot required r Rows
Deleted (I Columnss

Figure 47: Open Text Grid View

] e

The picture below isa Grid View of a Grid question with all properties and project languages English
and Norwegian chosen in the Grid View configuration settings:
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i1 |{GE‘ID} Find in tree

TEXT
Title Text Instruction
" Grid gquestion ~|Please, evaluate the items. =) [
b Grid sparsmal A~ |Wennligst, evaluer variablene: = | (=
ANSWER
English Momegian Precode |Weight |C|:|I1."'u'idth |EIgC|:|I|:|r|F'ur
ltern a
[term b
[temc

| ol

.-'!-.ddl Add predefined |Clear| Delete rowws |

SCALE
English Momyegian |F'ren:|:|de |Weight |C|:|

1 1

1

lificith |EIgCDIDr|Fj

=

.-'J-.ddl Add predefined |Clear| Delete rows

PROPERTIES

Frecode mask Walidation code

Randomized r Ordared r Field width
Dirapdawn I Delated I

Mot required r

Figure 48: Grid Question Grid View

The picture below isa Grid View of a Scaleg/Lists folder with all properties and project languages

English and Norwegian chosen in the Grid View configuration settings:
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a-i |{SGALES.LISTS}

SCALES AND LISTS

English Forwegian |F'ren:|:|de |Weight Caliidth EIgCn:uInr|F'unchA
a i

h 1]

[ C
,
4'| ' | _>I_I
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cars1-f (SCALESLISTS)

SCALES AND LISTS

English Forwegian |F'ren:|:|de |Weight Caliidth EIgCDIDr|Punchj
Audi

Bhiwy Bty

Mercedes hercedes =
- _ | .:J'J

.ﬂ.ddl Add predefined |Clear| Delete rowes |

DR TR S

Ao (SCALESLISTS)

SCALES AND LISTS

English Forwegian |F'ren:|:|de |Weight Caliidth EIgCDIDr|Punchj
16-20

21-25 21-25

26- 30 26 - 30 .
a7 S I ;J_J

.ﬂ.ddl Add predefined |Clear| Delete rowes

Figure 49: Scaleg/Lists Grid View

Any changes the user makes in the Scales and Lists will be saved and applied to all questions where the
Scales/Lists are used.

The picture below isa Grid View of a Condition with all properties and project languages chosen in the
Grid View configuration settings:
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Figure 50: Condition Grid View 1
The picture below isa Grid View of a Condition with Children set to not include in the Grid View
configuration settings:
(CONDITIONT OGC)  Find intres
PROPERTIES
Statement
f{'single1=="1" =
Deleted r Branches | If.Then |

Figure51: Condition Grid View 2

The picture below isa Grid View of a Folder with Children set to not include in the Grid View
configuration settings:
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Grid gquestions |{FQLDER] Find in tree
PROPERTIES

Lrescription

en

1|

no

1|

Deleted r

Figure52: Folder Grid View

5.7.2.2 The Grid View of Project and Routing Folders

If the project is quite long, and the user highlights the project title folder, chooses all propertiesin the
Grid View configuration settings, also to include children setting, the Grid View will be displayed with
afollowing warning message on top:

Information
The max number of hits {hull) was exceeded! Only the first hits are shown

Age (SCALESLISTS)
SCALES AND LISTS
Enaglish Japanese |N|:|r'wegian Frecode |Weiﬁ
18-20 16-20
21 _aR 21 _9R 21 _9A

Figure 53: The Max Number of Nodes Exceeded Message

The number of how many nodes are shown will be specified in the field where it says null in Figure 12.

If the project has reusable Scales/Lists, these will be displayed first. In this case, we would advise you
to select fewer objects from the questionnaire.

NB! Server Customerswill themselves be able to specify the maximum number of nodesto show
in theregistry settings!

5.7.2.3 Using the Text Filter Setting

If the user wants to edit nodes containing specific text, he/she may activate the Textfilter setting in Grid
View Configuration settings, and enter that specific text in the text field:
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In the picture below, the user has chosen the Routing, and specified in the Textfilter that only nodes
containing the word “question” should be shown in the Grid View.

= - GRIDVIEW CONFIGURATION pO04GEE2 —
"‘"%\'_G”d View Project 24 plegze configure the fiters befare searching

E] open - Mame [

E] singlel - Age (2

L IF tesinglet”) == Text (Title, test, instruction..) ¥

o= . .

:-\-] huitti quiestion Answers (Answer, Scale, Loop Member ) ¥

L open text ques ) .

m Gridl questions Properties (Dropdown, deleted randomize .. |7

3 scales and lists Children  (...of Loop, folder, condition ... I include "’I
E a-g

Languages (text and answers)

@ cars1-6

= Age Englizh ¥
'Cﬁ@uutas Japanese v

L] quataz

(& auota Morwedian ¥
-.....".i Mewy objects Textfiter: (Only nodes containing the following text)

e

Info " Mot activated

Single

[Z] it i |guestion

[ arig

E] Open

{? Condition |:

Figure 54: Textfilter Activated
5.8Search/Replace

NB! Sear ch/ReplacerequiresInternet Explorer 5.0 or higher.

Search/Replace functionality is a part of the Grid View functionality. It allows the user to edit several
guestionnaire objects simultaneously in one page in al project languages. It is a page where selected
properties of selected questionnaire objects that match the search criteria are gathered in one page. The
user can edit the propertiesin the page and save the changes there.

All guestionnaire objects, except Quotas, may be edited in Search/Replace Grid View.

5.8.1 The Grid View Configuration Page for Search/Replace

To enter the Grid View configuration page, the user has to highlight an object in the questionnaire, or a
Scale/List. The Search/Replace can be used:

«  Onthewhole project by highlighting the project title folder: the user then will be able to edit
all the objectsin the questionnaire and Scales/Lists

*  Onthewhole Routing folder: the user then will be able to edit al the objectsin the
guestionnaire

* Onfolders: the user then will be able to edit all the objectsin the folder

»  Onconditions: the user then will be able to edit all the objects subordinate to the conditional
expression

¢ Onsingle nodesin the questionnaire
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The user highlights an object in the questionnaire, and from the Item menu sel ects Search/Replace.

Psin

Uzer zettingz
Project list

Panels
Tazks

Templates ...

Help ...
Exit

Overyieyy

Iterm | Insert |

Testing . .
Production . . .
Respondents . ..
Reports ..
Endusers ...
online coding
Survey mpiExp . . .
Data Transfer. ..

M-l

Spell check

‘a Mewy ohjects
=, .

‘OpenText)

Figure 55: Choosing Search/Replace from Item Menu

The Grid View configuration page will be displayed.

[term | Insert | Wiew
i Grid View Project %

opent - Mame (O
zingle1 - Age (Sir
L F frzinglety ==
(0 Mt question
3 Open text gquesti
|:| Grid gquestions
ﬁ Scales and lists
= a-g
@ cars1-6
E] Ane
B Guotas
(4] fuotaZ
(] guota
E Mewy ohjects
E] Info
Single
Mult

|?| ricd

GRIDVIEW CONFIGURATION

Pleaze canfigure the fiters before searching

pO04GEG2 —

Config settings

Text (Title, text, instruction. )

Answers  [(Answer, Scale, Loop Member..)
Properties (Dropdovwn, deleted randomize ..
Children [...of Loop, folder, candition ...)
Languages (text and anzswers)

Englizh

Japanese

Marwedian

7
v
v

Iinclude *I

v
I
v

Search text: ||

Figure 56: Search/Replace Configuration Settings
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Setting

Description

Text Checking this flag enables question text fields (title, text, instruction) in
Search/Replace Grid View

Answers Checking this flag enables answers (answers, scales, loop members) in
Search/Replace Grid View

Properties Checking this flag enables form properties in Search/Replace Grid View

Children Choose whether to include or not to include the children of nodes (loop, folder,
condition) in Search/Replace Grid View

Languages Choose in which project languages you want to work in Search/Replace Grid
View

Search text Enable nodes containing a specific text string in Search/Replace Grid View.

Search Clicking this button will activate the Search/Replace Grid View according to your

chosen settings.

Table 22: Grid View Configuration Settings for Search/Replace

Search/Replace Grid View Page

If the user chooses to search for a specific text in the entire Routing, he/she highlights the Routing
folder, chooses Search/Replace from the Item menu, chooses the settings and languages in which
he/she wants to make changes, enters the Search text in the text field, and clicks Search.

If the project is not very long, all the fields containing the Search text will be displayed in the Grid

View.

In the picture below, the user wants to make a search on nodes containing the word “open”:

= - GRIDVIEW CONFIGURATION pO04EEEZ —
““‘%_Gr'd Wiew Projiect 24 plegse configure the fiters before searching
E] opend - Mame |
E] zinglel - Age (¢
TF fr'singlel") = Text (Title, text, instruction...) [+
{BHEN Answers  [&nswer, Scale, Loop Member .. [+
STOP
E]infu:ﬂ - Thar Properties (Dropdowwn, deleted randamize .. v
A mui ouestion Children (...0f Loop, folder, condition .. Iinc||_||je vI
[ oiRECTIVE: I
) Languages (iext and anzwers)
(F1m1 - Test Dri
[Fmz - Buy (Mu Enalish ¥
e Cpen text que: Japanese I
[l DiRECTIVE: I _
E] ol - Open tex MNorwegian ¥
JE] 02 - Cpen te Search text: [open
" Girict guestionse—
[ oiRECTIVE: I

E] gl - Grid que |:

Tlan el s

Figure 57: Defining Search in Configuration Settings
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In the picture below, you can see that only the fields containing the word “open” are displayed and
editable.

Replace all

|{DFEN} Find in tree |

(Open Text question (FOLDER) Findintree |

a1 foPEN)  Findintres
TEXT

Title Text Instruction
. Qpen text guestion ~ | This iz an ardinary open text [—

| question. -

nz foPEn)  Findintree
TEXT

Title Text Instruction
o Qpen text question ﬂOpen text question. |-

Figure 58: Search/Replace Grid View

Figure 16 shows that the search for “open” returned 4 nodes with the fields where the search word was
found: Open Text question — question ID field in properties; Folder named Open; Open Text question
0l —Titleand Text fields in English; Open Text question 02 — Title and Text fieldsin English. The first
occurrence of the search word is highlighted.

Note that Figure 58 shows that all settings and all project languages were chosen in Grid View
configuration settings. The Search/Replace returns only the fields containing the search word.

Setting Description

New Search Clicking this button will bring the user back to the configuration settings page
allowing performing of a new search on the same node.

Next The next occurrence of the search text will be highlighted.

Back The highlighting will be moved back to the previous occurrence of the search
text.

Replace Clicking this button will replace the current occurrence of the search text with
the text specified in the Replace text field.

Replace All Clicking this button will replace all occurrences of the search text with the text
specified in the Replace text field.

Search text field The search text the user specified in the configuration settings will be displayed
here.
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Replace text field The user has to specify the text with which he/she wants to replace the search

text.
Find intree Clicking this button will highlight the particular node in the questionnaire tree.
Hide tree Clicking this button will hide the questionnaire tree, and the Search/Replace

Grid View will be expanded.

Save Clicking this button will save the changes made by the user in the
Search/Replace Grid View.

Table 23: Search/Replace Settings

5.9Spell Checker
NB! Spell Checker is based upon third party software and is a chargeable Add-On.

The Spell Checker functionality enables Project Managers to check all entered text (both questions and
answers) in a project for spelling errors.

The functionality allows checking one question at atime: Info, Single, Multi, Grid, Open.

5.9.1 Supported languages
The following languages are supported by Spell Checker (in alphabetic order):

e Brazilian Portuguese

e Danish

e Dutch

e English (UK)
» English (US)
e Finnish

¢ French (contains both European and Canadian spelling)

¢ German (includes spelling reform, Die Neue Rechtschreibung)

o ltaian

»  Norwegian (Bokmdl)

e Portuguese (Iberian)

e Spanish (contains European, Mexican, and South American words)
*  Swedish

The Wintertree Spelling Server component is installed on the server and all its methods must be run on
the server. In order to make the spelling functionality faster we have chosen to carry out all spell
checking of aset of fields on the server and return everything to the client side. The functionality for
change, ignore, etc. are therefore utilized as client side scripts.

59.2 Using Spell Checker

To check aquestion for errors, the user has to double click the question in the questionnaire tree, and
then choose Spell check from the Item menu.
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Figure 59: Choosing Spell Check

When the user has chosen Spell check, the following screen will be displayed.

SPELL CHECKER

pO04EEEE —

Check spelling for the current language; Endglish

m1 - Teest Driven

Title

|Teest Driven

Text

Whiech ofthe following cars have yvou testdriven®? -

Instruction

ANSWers:

‘Audi

W |

|Merccedes

| |Fiat |

|Alfa Rormeo

| |Ferrari |

Check Spelling | Savel Settings |

& English © Japanese © Morwegian

the radio button of the next language, and the text for that language will be displayed at once in the
Administration window.

Figure 60: Administration Window for Spell Check

All text fields of the question will be displayed. Figure 2 features a Multi question. Note that by default
the first project language will be displayed in the Spell check administration window. If the user wants
to check spelling for all project languages (NB! Chapter 5.9.1 Supported Languages), he/she may click
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SPELL CHECKER pO04GEEZ —

Check spelling for the current language; Morwedian

m1 - Pregvekjart

Title

|F'rﬁmrekjﬁr1 |

Teut

Huiilke av falgende hiler har du pravelkjart’? -

Instruction

Answrars:

Audi | Bt |

|Mercedes | |Fiat |

|Alfa Rormeo | |Ferrari |
Check Spelling | Savel Settings |

i~ English © Japanese @ Morwegian

Figure 61: Administration Window for Spell Check — Norwegian

When the user clicks the button Settings, the Settings window will be displayed with the default
settings chosen:

* Ignore all-capswords

* Ignore HTML markups

e Casesensitive

e Suggest split words

e Typographical suggestions



r lgnore capitalized words {e.q., Canada)

¥ lgnore all-caps woards {e.q., ASAF)

1 T lgnore words with numbers fe.g., Winag

- r lgnore waords with mixed case {e.q., ConfirmIT)
10 lgnore domain names {e.q., confirmit.cam)

| ¥ 1gnare HTML markups

! [ Report doubled words (2.0, the the)

1 Feport mixed case {e.g. CAnalba)

1 ¥ Case sensitive -
V¥ Suggest splitwords
| WTypngraphical suggestions

] Set Options I Cancell

Figure 62: Settings Window

In the Settings window the user can choose criteria he/she wants the Spell Checker to use when
searching for misspellings. To save the selected settings, the user has to click Set Options button: the
settings will be saved and the Settings window will close.

When the user clicks the button Check Spelling, the Soell Checker window will be displayed. This
window can be moved around by holding the mouse in the upper part of the window.



SPELL CHECKER pO04EEE? —

Check spelling far the current language; Endlish

Title

|Teeat Crriven |
Text

Whiech of the following cars have youo testdriven? -

Instruction

Ancwers UEEsy Driven

Mot in dictionary:

Alfa RO Ignore Al

Suggestions:

Change

Change Al

Close

WView help: ||

Figure 63: Spell Checker

The first misspelling the Spell Checker has found will be highlighted. It will be displayed in the Not in
dictionary field, and all suggestionswill be listed in the Suggestions field.

Button Description

Ignore The current occurrence of the misspelling will be ignored.

Ignore All All occurrences of amisspelling will beignored in atext field (title, text,
instruction, answers).

Change The current occurrence of the misspelling will be changed.

Change All All occurrences of amisspelling will be changed in the current field (title,
text, instruction, answers).

Close The Spell Checker window will be closed.

If there are several misspellingsin atext field, the first misspelling will be highlighted, and the next

Table 24: Spell Checker Settings

ones will be marked with red font.
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SPELL CHECKER pO04EEE2 —

Check spelling for the current language; English

m1 - Teest Driven

Title
|TestDrixren |
Text
Whiech of the following cars havie you testdriven? -
Instruction : : :
of the following cars havie vou testdriven?
Y — Whiech lgrore:
Audi lgnore Al
Merccedes
Alfa Romen . S
Wihite Change Al
Hecht
Wikile Close
Check Spe Wihing ;I
" Enalish

Figure 64: Several Misspellingsin a Text Field

When the user has chosen the correct spelling suggested by the Spell Checker and clicked Change
button, the Spell Checker will highlight the next misspelling.
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SPELL CHECKER pO0GEEZ —

Check spelling for the current language; Enaglish

m1 - Teest Driven

Title
|Test Driven |
Text

Wihich ofthe following cars havie you testdriven? -

Instruction

which of the following cars (BRIl vou testdriven?
Mot in dictionary

havie lgrore
Igrare Al

Suggestions:

Ansrers:

Alfa Romen

Change

Change All

heavies Close

Check Spe halve
" English

Figure 65: Next Misspelling

When all misspellings in a question have been corrected, the Spell Checker will inform the user that
there are no more misspellings.



SPELL CHECKER pO04EER? —

Check spelling far the current language; Endlish

m1 - Teest Driven

Title
|Test Drriven |
Text
Which of the following cars have you test driven? -
Instruction :
FErrari
Mot in dictionary:

ANSWers:

Mo mare misspellings found Ignore
lgrore Al

Mercedes Suggestions:
Alfa Romeo Jj|”

Change

Change All

Close

View help: ||
" English

Figure 66: No More Misspellings

The user can now close the Spell Checker either by clicking Close button or the x-button in the upper
right corner of the Spell Checker box. In the Administration window, the user hasto click Save
button in order to save the corrections and to apply them to the questionnaire.

If areusable answer list is used in aquestion, and there is a misspelling in the answer list, the
correction will be applied to the list itself in Scales and Lists, aswell asto all other questionsthislistis
used.

If the user checks the View help check box, the Spell check help will be displayed.
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Mot in dictionary

followinmng lgrore
Ignore: Al

Suggestions:

Change

followings
fallowing
hallowing Close

allowing View help: &

Change All

Spell check help
[To close the help window click the help button again..

Contents

Igrnore cormrmand Clase carmnrnand 3
Ignore all cormmand Languages i
Change cornrmand Settings

Change all cormmand Seneral info

Figure 67: Spell Check Help

5.10 CONFIRMIT Library

The CONFIRMIT library makes it easy to reuse previously created questions, modules or even
complete questionnaires including skip logic and reporting. The users may only access
questions/modules for which they have at |east Read permissions.

1) Open the Questionnaire you are working on.

2) To enter the Library you go to the upper menu View > Library. Another frame beneath the
questionnaire will open.

3) You go to the new objects folder in the questionnaire tree and drag a folder named Module category

into the folder named Modulesin the Library. Y ou can double-click oniit to give it a name.

4) Y ou mark your module category, then you go to upper menu Insert > Module and a tree structure
alike node will appear in your folder. Y ou can have as many of them there as you wish.

5) When you double-click on the module, a third frame, looking exactly like the Questionnaire frame,
will open. Y ou double-click on the first folder, and the following window will open:

83



ndule properties

Type: Template j

Maodule

Image:

English

Name: |Te st Age |

s

Description:

Save

Figure68: Module properties

Field Description

Type In thisfield you can choose whether you wish the question/questions/questionnaire in
the module to be saved only asamodulein the library, or also as atemplate in the
Main menu > Initiate a new project. See 5.10.1Templatesin Library.

Image In thisfield you can refer to an image that will appear as an icon on the Initiate a new
project page next to thetitle of the template. Y ou simply enter the URL of the image.

Name In thisfield you enter the name of the folder, which will also be the title of the module.

Description | You can enter amore detailed description of the module.

Table25: Module properties

In those modules you can simply drag and drop the questions or whole questionnaires you plan to
reuse. You just drag the questionsinto the Routing folder.

The same procedure goes for Forms folder.

When you start working on a new project and wish to use some of the questions from the library, you
simply open the library and the module where the particular question or questionnaire is stored, and by
the drag and drop method move them upwards to the questionnaire. The items are copied in this
process, so acopy will alwaysremainin the library.

5.10.1 Templates in Library

When you work on a module you wish to store in the confirmit Library, you are given the option to
storeit either as amodule or as atemplate. Ordinary modules are accessible only through the confir mit
Library. If you store amodule as atemplate, it will be possible to access it through the Library, and as a
link on the Initiate New Project page, as shown below. When you click atemplate on the Initiate New
Project page, you will be brought straight to the Questionnaire builder containing the questions from
the template you chose.




INITIATE NEW PROJECT pO7OE346 —

Flease select a project type.

Initiate new project
[ ety Creates a hlank project.

Template Test (Template)

@ Cancel Back towelcome page.

Figure69: Templatesin I nitiate New Project

5.11 Survey Import/Export Through XML

Questionnaires can be exported and imported through XML. The feature allows users to transfer
questionnaire definitions from one confir mit server to another.

To export aquestionnaire:
e Activate survey (select from project list).

e Click Survey Imp/Exp, then Export.

Civerviensy
GuestionnsEive
Testing ...
Production . ..
CATI. ..
Responderts ...
Reports ...
online coding

Export
Imgpcrt

Exports ...

Figure 70: Entering Survey | mport/Export

When clicking Export, you will be brought to the following screen:
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SURVEY EXPORT pATATEAZF —

Export a survey

Export properties

Project 1D p17T178137

Froject Mame  Frokostmote

Recipient - -

atrail |Jnhn.sm|th@ﬂrm.nc|

Comment |

Start time | Asap =l

Schedule for later execution

Figure 71: Survey Export

e Set export properties (or go with default settings), then Submit request. Y ou can either
schedule the export for asap execution or schedule it for later execution.

Users will receive the exported questionnaire as an attachment to an email.

To import aquestionnaire from your computer:

e Click Survey Imp/Exp, then Import.

IMPORT p17178137 —
Enter the file to import in the text box below or press Browse... to [ocate it
When you have selected the correct file, press Submit Regquest to
schedule the joh

Import properties

Browsze. .. |

Submit request |

Figure 72: Survey I mport
*  Click Browse, and then select the local XML file on your computer.

e Then click Submit request.

The imported questionnaire will appear as a new project in the user's project list.

Comment: Theimport/export only concer ns questionnair e definition, and not response data. To

import or export response data, see Chapter 16.
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6 CONFIRMIT Scripts

6.1Introduction
Most questionnaires contain some amount of script code. Scripts are used:

« Inconditions for controlling the flow through the questionnaire (skipping logic),

«  For filtering the lists displayed in questions and the iterations in loops based on previous answers
(precode masks)

* Inform elements for text substitution (response piping),
e For custom validation of user input and
e In general-purpose code contained in script nodes.

confirmit uses Microsoft’s JScript scripting engine to evaluate all questionnaire expressions and to
execute scripts. The runtime environment of the interview engine (or simply the runtime) supplies a
number of functions and objects that provide references to and et you manipulate survey variables.

JScript is an interpreted programming language, which means that the code will only be checked at
run-time. So when you use scripts you should always test your questionnaires thoroughly before going
"live".

This chapter describes briefly how to refer to and manipulate survey variables.

NB! The functions used here are not described in detail. They are described in the context they
are used most often, (e.g. union() in the precode masks section), but that does not mean that they
arein any way restricted to being used in just that context.

For a more thorough reference manual to scripting in confirmit, see Appendix A where the functions
are described in detail.

For documentation on JScript, consult http://msdn.microsoft.com/scripting/jscript/default.htm

6.2Accessing Survey Variables —the f Function

The f function is used to access survey variable values, i.e. the answers given to a question. It will
return values or sets depending of the type of variableit is used on.

! JScript is Microsoft’ s adaptation of ECMAScript, a computer language standard based on several
originating implementations, most notably Netscape Communication’s Javascript and JScript itself.


http://msdn.microsoft.com/scripting/jscript/default.htm

6.2.1  f("qID")

Itsbasic syntax isf (" ql D") , where gID isthe question ID specified in Properties (see 5.2.1.5
Properties). The values returned are different for different question types, but they are always strings or
sets of strings:

Question type Valuesreturned

Single The precode of the answer.

Open A string with the text answered.

Multi A set with the precodes of the answers selected.
Multi with Ordered or OpenText checked A set with the precodes of the elements in the answer
(see 5.2.1.5 Properties) list that are answered.

Grid A set with the precodes of the elements in the answer

list that are answered.

"Other" from answer lists A string with the text answered.

Table 26: Valuesreturned from f(" gl D") for different question types

6.2.1.1 Single
sex-Gender |

[ Text BREPNTEY Propertics

Endlish Frecode Wieig
o
Female F

Figure 73: Answer list of single question " sex"
If the respondent answers Male, f (" sex") will return the value M.

6.2.1.2 Open Text

Name

What is your name?

John Srmith

Figure 74: Open Text question " name"
f (" name") will return John Smith
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6.2.1.3 Multi
Tvchannels - TV channels

I Answers [HTME

English Precode  |‘Weight |Colwidth | BuColor Punch

CBS

ChM
Fix
MNBC
MHone of them 99 Single

M o= L ka —

A Add predefined I Clearl Delete roves I Savel

Figure 75: Answer list of multi question " TVchannels"

If the respondent answers ABC, CNN and NBC, f (" TVchannel s") will return a set containing
1,35.

This answer list (and its precodes) will be used in the next examples as well.

6.2.1.4 Multi with OpenText or Ordered Property Checked

%ank

Please rank the channels you watch on a regular basis, 1 being the one you like hest.

[ aBc
[ cum
R

Figure 76: Multi question " rank™

For an Ordered multi question the respondent has to provide consecutive answersin the range from 1 to
the number of itemsinthelist (3). f (" rank") will return the precodes of the items answered in the
list, 1,3,5.
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Favorite program

What is your favorite program on these channels?

ABCINYPD Blue
CNN| -
NEC|Friends

Figure77: Multi question " program”

A multi question with the OpenText property checked will present the answer list with atext box after
each item. If "Not required” is checked as well, the respondent will not have to answer the question. If
the question is answered like this, f (" pr ogr am') will return a set containing 1,5. (The precodes of
ABCandNBCisland5.)

(Notice that the answer lists of these two questions as well as the grid in next question are filtered
based on the answers given on the multi question TVchannels. More on filtering with " precode masks'
in6.4)

6.2.1.5 Grid

Hours watching

I

How many hours per week do you watch these channels?

Less than 1 hour 1-2 hours 3-5 hours B-10 hours Bore than 10 hours

ABC C « C o i
MM G f" f" o i
MEC f" f" G e i

Figure78: Grid " hours"

f ("hours") will return aset of precodes from the answer list that has an answer, here it would be
1,35.
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6.2.1.6 Other, Specify

favorite - Favorite TWchannel
ENENEE Properties | Preview

English \Precode  |Weight |Colwidth | BgColor|Punch | KeepPo:| Other

CBS
M
Fox
MBC
Cther, specify
Dan't ko el

[ 2 ey R C R R R S

Add Add predefined | Clearl Delete rowws | Savel

Figure79: Answer list of single question " favorite"

Favorite TVchannel

What is your favorite TV-channel?

ABC

-BS

MM

FOX

MEC

Other, specify |MTY
Don't know

O NS TS T Te T

.

Figure 80: Single question " favorite"

An Other text box will have "questionid"+_+"precode"+_other as variable name, here it would be
favorite 6 other.f (" favorite_6_ot her") will return the string MTV.

This syntax is useful when you want to include the value entered in the Other text box in answer
aternativesin later questions or in loops.
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Loop ID |channe|5

Field width I

Precode mask

]

Randomize r
Deleted r

Loop members

English |F'ren:|:|de |KeepF’us|Active
AR
CBS
MM
FOx
MBC
Mifavarite_B_otheri®

oM LD k=

Figure 81: Other, specify for in loops

In this case MTV will appear in the loop, not Other, specify.

6.2.2 f("qID")["precode”]

Multi and grids group one or more variables in the same form. The answers are stored in consecutive
columnsin the database (see 5.2.1.5 Properties for an explanation of how they are stored). To get the
answer of an item of aMulti or a Grid question, use the precode of the item you want as identifier:
f("qlD')["precode"]

Question type Valuesreturned

Multi 1if the item with this precode is checked off, O if it is
not.

Multi with Ordered checked A string with the value (rank) given to the item with
this precode.

Multi with OpenText checked A string with the text answered for the item with this
precode

Grid The precode (from scale) of the answer to theitem
with this precode.

Table27: Valuesreturned from f(" gl D" )[" precode” ] for different question types

6.2.2.1 Multi

If we use the same example asin 6.2.1.3, the multi question TVchannels where ABC, CNN and NBC
areselected, f (" TVchannel s")["1"] will return 1 (since ABC is checked),
f (" TVchannel s")["2"] will return O (since CBSis not selected).
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6.2.2.2 Multi with Ordered Property Checked

Using the same example asin 6.2.1.4, the multi question rank where ABC was ranked as number 2,
CNNas3and NBCasnumber 1, f("rank")["1"] will return 2 (since ABC was ranked as
number 2), f ("rank")["3"] will return3 (CNN)and f ("rank")["5"] will return 1 (NBC).

6.2.2.3 Multi with OpenText Property Checked

Using the multi question programfrom 6.2.1.4, f (" prograni' ) [ " 1"] will return NYPD Blue,
f("program')["3"] will return an empty string (since the respondent did not answer anything for
CNN) andf (" program')["5"] will return Friends.

6.2.2.4 Grids

See the example in 6.2.1.5, the grid hours. Using the answers from that example,
f("hours")["1"] will retun2, f("hours")["3"] will returnlandf ("hours")["5"]
will return 3 provided that the scale of the grid is defined asin Figure 82.

hours - Hours watching

st Answers BTl Fropetties Frww

English Precode |Weig

1-2 hours

35 hours

B-10 hours

mMore than 10 hours

N L D —

sod|  Add predefined |Clear| Delete ror

Figure82: Scale of grid " hours'

6.2.3 Loops -
f("qlD","iteration_precode","iteration_precode",.....)

Y ou refer to questions inside |oops as described above, but you may want to be able to refer to the
value in a specific iteration within aloop from another iteration or outside the loop.

Say we have aloop that iterates through the list of channelsin the question TVchannels from 6.2.1.3.
For each of them, amulti question typesis asked and the respondent checks off different types of
programs he or she likes to watch on that channel. Inside thisloop there is a new loop iterating through
the types of programs the respondent has checked off, and inside that |oop the respondent is asked to
rate the channel's programs of that type, and if he/she givesit ascore 4 or 5 he/she is asked to give the
reasons for giving that score.
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Ll tavorite - Favorte |vohannel (=ingle)
'@ channels (Loop)
types - Types of programs (hulti
programs (Loop)
rating - Rating (Single)
Ir fi'rating") =="4" || f('rating" == "'3'
L THEN
reazons - Reason for (OpenText)

IHrmraroom can mime - maieermnae

Figure83: Nested loops

As you see from the | F-condition, within the innermost loop, rating may be referenced as a normal
single question, using f (' rating'). Thisexpressionwill give the value of rating within the
current iteration. But if you wanted the value of rating in another iteration, the "precode” of that
iteration would have to be specified. f ("rati ng", " 1") would be the value of rating of "Sit-coms"
(see Figure).

Loop 1D |prugrams
Field width I
Precode mask ti'types’) ﬂ
Randomize r
Deleted r
Enalish |F'reu:|:|de |KeepF‘us|Active
| Sit-coms 1 Yes
| Soaps 2 Yes
| Talkshows 3 Yes
| Childrens entertainmer 4 Yes
| Education a Yes
| Sport f Yes
| [ [=NT=3 7 Yes
| haovies g Yes
| MHature £ Yes
Documentany 10 Yes

FigureB4: Theinner loop, " programs’

This expression may be used within both loops. For the outer loop the current value for "channels' will
be used. But you may specify the iteration of the outer loop as well (Outside the loops you would have
too!).f ("rating","1","5") would give therating of NBC's "Sit-coms" (see Figure). Notice the
order: Theinnermost loop first. Outside the loops an expression like f("rating") would not make much
sense.
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Loop ID ||::hannels

Field width I

fi'TWohannels')

Precode mask

K

Randomize r

Deleted r
Enalish Frecode |KeepF‘us|Active
1 Yes
CBS 2 Yes
CMM 3 Yes
FOx 4 Yes
HBC ] Yes

Figure85: The outer loop, " channels’

Inside the loops you may refer to the current iteration with the syntax f (" | oopl D') , e.g.
f("channel s") orf (" programns") . The value returned will be the precode of the current
iteration.

6.3Conditions
When making conditions, the following standard Jscript logical operators are useful:

Description Symbol
Logical NOT !
Lessthan <
Greater than >
Lessthan or equal to <=
Greater than or equal to >=
Equality ==
Inequality I=
Logical AND &&
Logical OR Il

Table28: Jscript logical operators

6.3.1 .inc()

Asdescribed in 6.2.1, f("gID") of multi question returns a set of the precodes answered to question
gID. If you want to test for a particular value, use .inc (includes). f (" gl D') . i nc(" precode")
will return TRUE if "precode” is one of the answersto gID.
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6.3.2 .size()

If you need atest on how many answers were selected on a multi question, you may use .size().
f("qlD').size() returns the nunber of answers to the question glD.
f("qlD").size() > 1will return TRUE if gD has more than one answer.

6.3.3 .toNumber()

The .toNumber() method converts the variable to a number.
Example:

The "precodes’, i.e. the answers to questions are always stored as strings and not numbers, so the f
function always returns strings or sets of strings. Because of this you have to be abit careful when
using greater than (>) or less than (<). If you consider how you sort items alphabetically (likein a
dictionary) a sequence of numbers 1,2,3,...,10,11 will be sorted like this: 1,10,11,2,3,...,9 when sorted
as strings. So actualy f('ql)<'3' will be TRUE for the numbers 1,10,11 and 2, and that was probably
not your intention. Y ou will have to force the precodes to numbers before doing a condition with
greater than or less than, using .toNumber() like this: f("ql1").toNumber()<3. Using this, the expression
will be truefor 1 and 2, as expected.

6.4Precode Masks/Filtering Answer Lists

Precode masks are used to filter answer lists of 3dgrids, grids, single and multi questions and to select a
set of iterations for aloop. In the precode mask field in Properties of a question (see 5.2.1.5) or in the
loop construct (see 5.2.6) is a Jscript expression that evaluatesto a set of precodes. The answer list (or
loop member list) will be filtered based on the set of precodes in the Precode mask field.

We have already seen how the f function evaluates to a set of precodes when used on multi questions.

In the question "Tvchannels' from 6.2.1.3 the respondent answered ABC, CNN and NBC (precodes 1,
3and 5.). In the next questions only these should appear. So in the precode mask field of questions
"rank" "and hours" from 6.2.1.4 and 6.2.1.5 the following expression was used: f (" Tvchannel s") .
This expression gave a set with the precodes 1, 3 and 5 and consequently only the items in the answer
list matching those precodes were displayed.

These are other functions that are useful when constructing sets of precodes:

6.4.1  a('qiD")

a("ql D) returnsthe complete set of precodes defined in the answer list belonging to gl D, no matter
if they are answered or not.

6.4.2  set(), nset(), nnset()
Sometimes you need to create sets yourself. These three functions simplify this.

set (" precode", "precode", ..) returnsaset consisting of the precodes you specify.
set("1","2","3") givesthe set consisting of the precodes 1, 2 and 3.

nset (n) returnsaset populated with the members 1, 2, 3,...,n. nset ( 3) givesthe same asthe
previous example, a set consisiting of the precodes 1,2 and 3.

nnset (m n) returnsaset with valuesfrommto n: m, m+1,..., n-1, n. Sonnset (4, 6) givesaset
consisting of the precodes 4, 5 and 6.

Example: Y ou use ageneral predefined list as your answer alternativesin several questions, but in a
particular question you only want to return answer alternatives 8,9,10,11 and 12. Then all you have to
do isto put nnset(8,12) in the Precode mask property of that question.

6.4.3 .union()

f('QL).union(f(" Q")) returnsanew set that isthe union of f('Q1") and f('Q2), that is a set
consisting of all precodes answered to either Q1 or Q2. If you want to add specific precodesto aset in
a precode mask, then use .union() in combination with set().
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f('Q1').union(f('Q2"))

Example: f(‘glD’).union(set(‘ 99'))Here you will always include the answer aternative with precode
3 991

6.4.4 isect()

f('QLl).isect(f('@")) returnsanew set that istheintersection of f('Q1’) and f('Q2"), that isa
set consisting of all precodes answered both in Q1 and Q2.

-5
f('Q2')
-2

-6

f(Q1').isect(f('Q2")

6.45  .diff()

fOQL).diff(f(' @")) returnsanew set that is the difference between f('Q1") and f('Q2), that
isaset consisting of all precodes answered in Q1 and not in Q2. If you want to remove specific
precodes from a set in a precode mask, then use .diff() together with set()
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! f('Q2')
-3 -2
frQ1')

f('Q1").diff(f('Q2")
Example: f(‘qID’).diff(set(‘1")) Here ‘1’ isnever included.

6.4.6 Precodes

Remember that the precode mask gives a set of precodes that are used to filter the answer list/iterations.
Make sure that you use exactly the same precodes on the items of the answer listsin the different
answer lists, or else the masks will be wrong. Tip: Use Predefined scaled/lists (see 5.2) as much as

possible when using precode masks, because then you are sure that the precodes are exactly the samein
the different questions.

6.5 Text Substitution/Response Piping

In order to retrieve text or values from a question and insert it in the question wording of another
question, you may use caret (*) in front of and after a Jscript expression. This can be used in all text
fields, i.e. Title, Text, Instruction and Answer list/scale. But never in script nodes, conditions, precode
masks or validation code fields.

Example:

In the TVchannels question from 6.2.1.3 A f (" nane" ) ~ isinserted in the text field. Thisisreferring
to the name question of 6.2.1.2.

Tvchannels - TV channels

English

Title
|W channels |
Text

Hello, M name"™. =hr= -
Which TV channels dovou watch on a regular basis?

Instruction

Figure86: TVchannels

When displayed to the respondent, the question will look like this (of course provided that the
respondent answered "John Smith" to the name question):
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TV channels

Hello, John Smith.

Which TV channels do you watch on a reqular hasis?

ABC
CES
CHM
Fs
MEBC
Mone of them

OROXAOR

Figure87: " TVchannels' question with text substitution.

Question type Returned from ~f(" gl D" )?

Open text The text answered in the text box.

Single The text from the answer list corresponding to the
precode returned from f("glD") in the current
language.

Multi The text(s) from the answer list corresponding to

the precode(s) returned from f("gID") inthe
current language. If more than one, the answer will
be separated by comma and with "and" (in the
current language) between the last two items.

Other property of answer lists

The text answered in the text box. (The question
ID isqlD_precode_other (see 5.2.1.5))

Loop The text of the loop member corresponding to the
iteration with precode gID in the current language.
Table29: Textsreturned from ~f(" gl D" )" for different question types
Question type Returned from ~ (" qI D" )[" precode" |*

Multi with OpenText or Ordered property

The text answered in the text box.

Grid

The answer from the scale corresponding to the
precode returned from f("qlD")["precode”] in the
current language.

Table 30: Texts returned from ~M(" gl D" )[" precode" | for different question types.

The same rules will apply to loop questions, but there you may need to specify iteration(s) as well (see

6.2.3).

6.6Validation Code

When you add a form to a questionnaire you actually add four stages of operations to the interview

program:

1. User interaction: Display one or more forms to the person entering responses and wait for input.

2. Check size: Verify that open-ended answers comply with the field width. If not, truncate answers
and raise error flag. Note that for performance reasons, no such checks are added here for coded
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variables (single and grid questions). The length of the precodes is checked when the survey is
compiled.

Store: Store the value of entered responses.

Validate: Check that answers stored comply with the specified data validation rules. If an error
has been raised then repeat from 1.

This section describes the default validation rules and instructs you on how you can add your own code
to aformin order to perform custom validation operations.

6.6.1 Default Validation Rules
The system provides these types of built-in error checking:

1. Required answer testing.
Exclusivity checks.
Other-Specify verification.
Rank order testing.

g > w DN

Answer size tests for fixed-width fields.

If you do not like the default handling of 14, or prefer to use aless stringent quality scheme for the
data you collect, each type of error handling can be turned off individually when generating WI (see
7.2.1). The system always performs size checks, because failing to do so will cause database errors. A
description of each test is provided below:

Required answer testing
Required answer testing exists in order to ensure that you get compl ete responses to your surveys.

e Atleast one alternative must be checked/selected for a coded variable defined in asingle or grid
form.

e Textboxes used for input of open responses cannot be left blank.

Note that for plain multi forms, an answer where no alternatives are checked are considered avalid
answer, unlessit contains “ Single punch” alternatives which are subject to the exclusivity testing
described next. Required answer testing may be turned off for separate questions by selecting "Not
Required” in the question's properties (see 5.2.1.5).

Exclusivity testing

Exclusivity testing is used for multi questions that have one or more “ Single punch” aternatives. A
“single punch” element in amulti form declares avariable that is exclusive within the group of
variables declared in the form. If a"single punch" aternative is answered, none of the other
aternatives should be answered. So, e.g. a"None of the above" aternative can not be answered in
combination with any of the other answers.

The exclusivity test assumes that the alternatives given exhaust all possible answer combinations and at
least one positive answer is reguired.

In consequence, the response will only be considered valid if the respondent checks at least one of the
none-exclusive or exactly one of the exclusive options, which means that the question will be required.

Other-Specify validation

Other-Specify validation is used for questions where one or more of the items in the answer list has an
other, specify text box (i.e. the "other" property is used on one or more of the itemsin the answer list).
Other-Specify validation verifies that:
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The respondent provides a specification to an alternative that has a specify-field if that
aternative is checked.

That the alternative is checked/answered if a specification is provided.

Rank order testing

The system applies rank order testing when the “Ordered” option is selected for aform. Multi and
grid answers must then congtitute a set of consecutive integers starting at 1.

6.6.2 Adding Your Own Validation Code

One of the form propertiesis atext box where you may enter arbitrary script code to validate answers.
Depending on the complexity of the validation problem, crafting this code may require a more intimate
knowledge of JScript than can be presented in this document. See Appendix A.

6.7Script Nodes

Script nodes typically contain code for

Internal programming purposes

Example: Say for instance, you have the multi question Tvchannels from 6.2.1.3. Y ou want a
single question most after that one where you ask something like "And which of these
channels do you watch most?" If the respondent answers just one in TVchannels, you would
not want them to get this question. That can be done by adding a condition (see 5.2.2) with the
code f('TVchannels).size() > 1, and move the single question most to the then-branch of the
condition. But you would want to have the one channel they answered in TVchannelsin the
data of the most. This can be accomplished by making an EL SE-branch to the condition, and
add a script node in it.

TWehannels - TY channels (ulti)
I IF f{'T%channels") =ize() =1
< THEN
E] most - Watches most (=Zingle)
1+ ELSE
Set value for most (Script)

Figure88: If-then-else construction
The script node should contain this simple code:
f("nmost").set(f("TVchannel s"))

Defining functions used in precode masks, conditions, other script nodes or validation code
Example: Y ou have agrid in one question and want the next question only to include the
answer aternatives which have been given the highest score, i.e “6” on ascale. Y ou then write
afunction in a script node:

function onlyinclude6(){
var s = new Set ()
var precodes=f("ql D").donai nVal ues();
for(var i=0; i<precodes.length; ++i)

var precode=precodes[i];
if(f("qglD")[precode] =="6")
s. add( pr ecode)

return s}

In the precode mask property of the next question you call this function by using it's name. In
this case onlyinclude6()

Setting the values to hidden variables (see 5.2.1.5)
Example: Instead of asking a respondent which browser they use, you may include a hidden
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question Browser and set it's value by using the BrowserType() and BrowserVersion()
functionsin a script node.

-..:ﬂ My project
" Routing
Set Broweservalue (Script)

E] Broveezer (OpenText)
Figure89: Setting a value for a hidden question

The only code in the BrowserVersion script should be:

f (' Browser').set(Browser Type() +Browser Version())
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7 Preparing for Data Collection

7.1Generating Response Databases

When you are done with a questionnaire, and you want to test the questionnaire, you must prepare a
response-database for your survey. Every time you make changesin the questionnaire, you have to
update the response-database. This processis called compilation.

NB: The system keeps two separate databases for your survey, one test-database, and one
production-database. Y ou generate the test-database from Testing — Compile database. The
production-database is generated from Production — Compile prod. env.

When clicking “ Compile...” for the first time, you will be presented with a dropdown dialog, asking
you to confirm the creation of the initial database. If you click OK, a new database will be created and
compiled. This may take some time, depending on the length of your questionnaire.

During compilation, the system performs some checks to ensure the integrity of the questionnaire. For
instance, if you have non-unique form 1D’ s in the questionnaire, the system will stop the compilation
with an error message. The system also performs a check on whether the precodes of the Single and
Grid questions do not occupy more space than allotted to them in Field Width. (See 5.2.1.5 Properties).

If the database already exists because of a previous compilation, you are presented with a dlightly
different dropdown dialog.

DATABASE COMPILATION — p17178137 —

Freparation of prod database for p17 178137
Frokostmegte.

pdate existing database {(ncremental) j DKl
pdate existing databhase (incremental)
il indate existing database (rebuild)
Create newy database

Figure 90: Database Compilation Dropdown

Y ou can choose between:

e Update existing database (incremental) — the system will update only the recently made
changes.

e Update existing database (rebuild) — the system will update the whole database. Y ou would
e.g. use "rebuild" on your projects after a system upgrade or after some bug fixing has been
carried out.

e Create new database — the system will create a completely new database. All existing data will
be deleted.



DATABASE COMPILATION — p1778137 —
Preparation of prod datahase for p1 7178137
Frokostmste.

|Create hew datahase j ﬁl

Microsoft Internet Explorer : x|

Do wou really want to replace the existing database,
possibly containing importank response datar?

This action is IRREYERSIELE!
Press 'Cancel' to lzave the database inkact,

Qi I Cancel

Figure 91: Create New Database Warning

Most of the time, you should only update the database; this applies especially when you have made
changesin arunning project. Thiswill preserve all data (responses, respondents, quotas, etc.) in the
database, and is quicker. When you have run a test-phase in production mode, however, it may be

useful to start from scratch by recreating the database in order to delete the test data from the

production database. WARNING: Thiswill delete all data in the database. Y ou should NEVER do

thisin a running production-database.

Login only:

To avoid unnecessary storing, FIRM does not guarantee that test databases are saved on the server for

more than two weeks.

7.2Generating Interview Files

Before you can start interviewing, you must have generated a production response database as
described above.

7.2.1 Web Interview Files
The web interview generator produces afile capable of

1. Displaying formsfor user input over the web,

2. Storing the respondent's answers, and

3. Controlling questionnaire flow based on background data (if available) and answers received.

A description of the available optionsis provided below.

The URL to an open survey will always be
http://www.your confir mitser ver .com/wi/pX XX XXXX/i.asp

Where pXXXXXXX isthe project number.

Login only: The URL to the survey will always be
http://survey.confir mit.com/wi/pX X XXXXX/i.asp
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http://www.yourconfirmitserver.com/wi/pXXXXXXX/i.asp
http://wwwsurvey.confirmit.com/wi/pXXXXXXX/i.asp

Generates web interview files.

Wocess existing test interview:

& Enalish
o Norwenizn (Bokmar)

|ﬁ'em}w’ent of erear hotifications: |il:|hn@anywherel, Com

[T ineinde progress hak

[T Reserve a fixed area for ervor Messages.

| confirmit default =]

Survey design:

V| Generate hack buttan.

¥ Atiow nser to rnodify answers ity Initial sQbEIssioh.

¥ Aiiow wser to modify answers aiter the interdiew Is cormplete.
Use systerm’s defauit validation for:

¥ answer required

I~ Cther-Specify
checks.

¥ Exclusivity tests.
v checking.

F Fank order tests.

T Limited shnrey (Requires a respohndent Nist).

[T Generate fogin page (User IDVpassword must be provided with respondent data).

| [T Generate POE-LE SUREY.

Default language: I Englizh ;I

Figure 92: Web I nterview Generator optionsin Test Mode

Once you have generated the survey in Test mode, you can access it again by going through the Project
menu > Test > Generate WI. In the field Access existing test interview you will find the link to the test

survey. However, if you make changes to the project, you will have to recompile and regenerate the
project in order to apply the changesto the survey.
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Generates web interview files.

|Re¢.l};:-!ent of ervar notifications: I |

[T inciude pragress bar

[T Reserve afived area for ervar mMessales.

Survey design; confirmit-ztd-5 ;I

|7 Fenerate back button.

¥ atiow user to modify answers aiter Initial submission.

¥ aliow wser to modify answers aiter the interview is complete.

Use syster’s defauit validation for:

WV Answer recjuirecd I+ Exclusivity ¥ Cther-Specify ¥ Rark order
checks. tests. checking. tests.

[T Limited SHRveY [Requires a respahdent ist).

[T Generate login page (Usey IVpgsaword must be provided with respohdent data).

| [T Generate POpe-yg sRnely.

Default lanuage: I Englizh - I

Figure 93: Web I nterview Generator in Production Mode

Asyou may see in the screenshots above, Limited survey flag is activated in the Web Interview
Generator in Production Mode. This means that Limited survey option and Generate login page option
can only be applied when generating a survey in Production mode. Also the option Allow user to
modify answers after theinterview is complete is only relevant for Limited surveys, i.e. the respondent
can enter his/her unique link to the survey and modify the answers after having completed the survey.
Thisisnot possible in Open surveys.

7.2.2 Options Controlling Appearance

7.2.2.1 Recipient of Error Notifications

In thisfield you can enter an email address you wish to receive survey error notifications to.

Whenever there is an error in the survey, the respondent will get a general error message in the
language he/she responds to the survey:

Sarry, but the systern has encountered an internal error and cannot go
on with the interview at this stage.

Please check back later.

Powered by

Figure94: Error Message

The addressee of the email address entered in the WI Generator, on the other hand, will receive a
detailed description of the error and its whereabouts, e.g.:
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** Error info **
Date : Fri Apr 28 01:06:58 UT C+0200 2000
Project : pXXXXXXX (The Name of the Proj ect)
Respondent: 1
** Error description **
Problem encounter ed while processing question 'q22':
Error in mask:

f(" q21").add(" 99")
Object doesn't support this property or method

The error message specifies the project ID, the title of the project, the question, and the erroneous
script, precode mask, condition, and etc. expressions. In Test mode, this specified error message will be
displayed in the survey, too, next to the general error message.

Sorry, but the systermn hasz encountered an internal errar and cannot go on
with the interview at this stage.

Please check back later,

A% Eccac infa 4
Date : dion Rpe 02 13:04:35 @§T+02:00 2001
Boujeck  : pl?17E137 (Frokosbmeg24E;Ea)
heapondent: 2

#% Focm daka **
E__abtabe-See-dea-JUIRQIDORgl-leq8-1el-9cdicccbion—++%3EN3E++

#% Bccoc desccipkion #~

jawa. lang BunbimeExcepbion: Bcoblam wikh condibional @xpoession:
gl —— 1

jawa. lang BunbinmeExcepbion: Bxpecked ')*

Powered by

Figure 95: Test Mode Error Message

7.2.2.2 Include Progress Bar

This option instructs the generator to include a progress bar on the interview pages. This bar shows the
respondent how much of the questionnaire is remaining (in percentage). The percentage calculation is
based on the entire questionnaire, i.e. al questions in the survey. This meansthat if you have extensive
routing in the questionnaire, the progress bar will jump in accordance with how many questions that
were not asked a particular respondent. Thus, the progress bar can sometimes be misleading to
respondents.

7.2.2.3 Reserve a Fixed Area for Error Messages

Select this option if you wish to reserve a small fixed areafor page error messages. This prevents the
rest of the page from jumping up and down if the interview program displays an error message.
Because this area consumes space, you may want to uncheck this option, especialy if you are creating
a pop-up survey where the window size islimited.
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7.2.2.4 Survey Design

In thisfield you may choose among WI templates you have predefined (see 3.6 Templates) and apply
them to your project.

7.2.3 Options Affecting Interview Behavior

7.2.3.1 Generate Back Button

Back buttons allow the user to step backwards in the questionnaire and review/modify previous
answers. Thisoption is selected as default. It also forces the Allow user to modify previous answers...
option described below to true.

7.2.3.2 Allow user to modify answers after initial submission

This option controls the way in which the generated interview handles reentry to a questionnaire page.
Reentry to Limited surveys can occur if a respondent uses the browser's back button, or if he/she
returns to the questionnaire using the URL received in email requesting participation in the survey.

If the survey should be “one-shot”, then do not select this option. Then the interview will behave like
this:

« If arespondent has completed the questionnaire and attempts to return to it, then the interview
program displays a“ Survey already completed” message.

e If therespondent returns to a partially completed interview, then a“Y ou have aready completed
parts of the questionnaire. Press OK to continue” message is displayed.

e Ifitisdetected that the browser's back-button has been used, then a“Previous answers may not be
modified. Press OK to continue” message is displayed.

7.2.3.3 Allow user to modify answers after the interview is complete

This option applies to Limited surveys (login page and cryptic link). It controls whether the
respondents can enter the survey after they have responded to the whole interview, and the interview is
complete, i.e. the respondents have reached the OK page. Answer Required Checks

The generator produces code that ensures that the respondent answers a question unlessiit has the “Not
required” property set. This option appliesto all Open, Single and Grid questions, and Multi questions
with an exclusive answer alternative defined as single punch. See 6.6.1.

7.2.3.4 Exclusivity Tests

The generator produces code that ensures that the respondent has answered the exclusive answer
aternative defined as single punch in a Multi question, without checking additional answer alternatives
inalist. See 6.6.1.

7.2.3.5 Other — Specify Checking

The generator produces code that confirms the consistency of user input, i.e. that the respondent does
both, checks off for Other and writesin the text box, - and vice versa. See 6.6.1.

7.2.3.6 Rank Order Tests

The generator produces code that ensures that the inputs in Multi Ordered questions and Grid questions
are unique for each aternative in the list and consecutive. The questions must be marked as Ordered in
Properties (see 5.2.1.5 Properties). See also 6.6.
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7.30ptions for Generating Surveys
The generator supports two kinds of surveys: limited and open.

There are two types of limited surveys:. cryptic link and login page protected surveys. Limited surveys
can only be accessed by respondents identified in a respondent list.

When you do not choose the option Limited survey in the Web Interview Generator, an open survey
will be generated. Respondents access the survey through the same link, you can generate a pop-up
survey, or you can also protect an open survey with a password by programming a password in the
questionnaire and distributing it to all respondents.

7.3.1 Options for Generating Limited Surveys

7.3.1.1 Limited Survey

Each respondent may automatically be provided with a unique link to the survey, which includes
identification credentials.
A cryptic link to the survey will e.g. look like this:
http://www.firm.no/wi/p9999999/i.asp?r=112& s=VDDNCVPK &1=9

r= sequentia respondent number assigned by the system

s= randomly generated 8 digit code. Uniquely produced for each and one

respondent. This means that there are 26”8 aternatives.L = the language in which the respondent
receives the survey.

7.3.1.2 Generate Login Page

A limited survey may include alogin page where the user enters a user name and a password to
participate. Check this option if you want this mode of operation. Remember to include user
name/password information in the respondent lists. See 8.1Preparing the Respondent List.

7.3.2 Generating Open Surveys

Open surveys may be answered by anyone who desires to do so. As such, they are suitable for surveys
where the respondents’ identities cannot be established in advance, e.g. Web site evaluations.

7.3.2.1 Generate Pop-up Survey

Normally, an interview is ended by displaying a“Thank you” box that brings the user to a specified
page when the OK button is pressed. Choosing this option alters the behavior of the generated
interview to close the browser window when the interview is complete, i.e. no “Thank you” page will
be displayed.

7.3.2.2 An Example of a Script for Pop-up Surveys

If you want to do a pop-up on awebsite, a script will have to be included in the code of the page where
you want the pop-up to be opened from. There are many different solutions for this, depending on
when you want the pop-up to come up etc. Below is an example of a script you could use.

<script>
i f (docurnent. cookie.indexOf ("FlI RMoXXXXXXX=t rue")==-1){
if ( Math.randon() < 0.2){

docunent . cooki e = " FI RMpXXXXXXX=t r ue; pat h=/ ; Expi r es=Mon,
1 Jan 2001 12:00: 00 uUrC
wi ndow. open("http://ww. yourconfirmtserver.com wi /pXXXXXXX/i.a
sp”, "w ndownane",
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"t ool bar =no, | ocati on=no, di r ect ori es=no, st at us=no, nenubar =no, resi zabl e
=yes, copyhi st ory=no, scrol | bar s=yes, hei ght =360, wi dt h=300")

}

} </script>

Change pXXXXXXX to the actual project number.

The script first checksif the respondent has a cookie already (then he/she has already gotten the pop-up
and it should not be opened again). Math.random gives a random number between 0 and 1.
Math.random() < 0.2 will mean that 20% of those who open the web page (for the first time) will get
the pop-up. document.cookie will send a cookie. Expires: Lifetime of the cookie. Set thisto adate
some time after the survey is finished.

Window.open opens the pop-up window. Change the url to the url of your survey. windowname may
be changed into a name of a specific window if there already is a window opened that you want the
pop-up in, or you may useit to refer to the window from other scripts. Y ou may leave this empty ("").

The other parameters control the pop-up window:

toolbar=no- alow the window to have or not have atoolbar.

location=no - alow the window to display itslocation or not.
directories=no - alow the window to display directory buttons or not.
status=no - allow the window to have a status bar at the bottom or not.
menubar=no - allow the window to display a menu bar or not.
resizable=yes - make the window resizable, boarders are dragable.
copyhistory=no - allow for tracking of links activates the back or forward buttons.
scrollbars=yes - automatically include scrollbars on the window if needed.
height=360 - height of the window in pixels.

width=300 - width of the window in pixels

7.3.2.3 Pop-up Script Wizard

In Test modus, after having generated aweb interview, you are presented a link, e.g. English, to the test
survey. When you enter the link to a survey that has been generated as a Pop-up, you will immediately
be presented with a Pop-up Script Wizard. The Wizard includes an example of a Pop-up script, very
similar to the one included in 7.3.2.2, aswell asit gives the user an opportunity to adjust several of the
Pop-up parameters. window appearance, display frequency, and cookie.
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-..:.‘ﬂ Frokostmete
\.:.‘ﬂ Routing
et - sge (Single)
gf - Gender (Sing
I IF gfrguotat™)
582 - Cars (3D Gri

Pop-up Script Wizard

A script similar to the one displayed below must be included an the Web page
where you want to trigger the pop-up. Follow this procedure:

1. Tweakthe parameters until yvou are pleased with the appearance ofthe
preview window and save them for future reference.
2. Addthe below scriptto the HTML source of the triggering page.

Hote: The scrollbar property of the preview window cannot be set dynamically.
Because ofthis, changes to the scrollbar property will not take effect until the next
time you testyour pop-up.

Parameters

Window appearance:

Width:|3'3':' Height:|35':' Scrollbars;

Display frequency:
Show pop-up to euergr|1 th respondent

Cookie:
Name:lFFMD””BHT , expires in |12 manths

Save |

Script

d | b
(B | 1

“<scripte<l-—
if {(document . coockie. index0f ("FIFRMpl7?178137=true")==-1)
{

Figure96: Pop-up Script Wizard

The changes you make to the Pop-up script will be applied the next time you generate web interview in

the Test mode.

7.3.3

Default Language

Thisoption is only displayed for multi-language surveys. The language selected here becomes the
default used when no language information is available in the request used to access the interview or in

the respondent list.

7.4Clear Response Data

Clicking on Clear response data under Production menu will give you the opportunity to delete the
response tables in the production database. However, the respondent tables will be retained. This means
that if you had tested a project in production mode with 10 respondents, and before you go live, you
empty the database by choosing Clear response data, the new respondents will get the respondent ids
starting with 11. If you also want to del ete the respondent tables, you will have to create a new

production database.

When you click on the Clear response data link, you will be warned that the action isirreversible. If
you choose Cancel, you will be brought back to the project overview page.
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EW_ CLEAR RESPONSE DATA -pi7178137 -
aln
=zer settings . §
Project list Please confirm deleting of production data.
Tasks i ) }
Templates . . . Warning: This action can not be
Help . .. undone!
Exit
Project | Delete Cancel
Crverwviey
GAuestionnaive
Testing ...
Production . ..
Compile prod. eny.
Gen. Wi (default)
Gen. Wl (confirmitS.0)
Gen. Wil (ald)

Project status
Project log
URL =etup

CATl. ..
Respondents ...
Reports ...

online coding
Survey ImpExp. ..
Exportz ...

Figure 97: Clear Response Data

If you choose Delete, you will get a message that the response tables were del eted.

CLEAR RESPONSE DATA - p17172137 -

The response data has been deleted.

Figure 98: Deleted Response Data
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7.5Project Status
Y ou can set the project status on this page.

PROJECT STATUS pOTEIE14 —

% Production
O Closed

Save |

Figure 99: Project status
Production: The survey is running.

Closed: The survey has been closed. Respondents will not be able to enter the survey, and the
following message will be displayed to them.

Sorry, but this survey has been cosed.

Powered by

Figure 100: Survey Closed Message

7.6Project Log

The system records actions executed on a project basis. In Production > Project Log you will have an
overview of all changes that have been made on the project. The system records the exact time when
changes are made, the user who makes the changes, and specifies every change.

PROJECT LOG pOTA3E14 —
Date User Event
1382?2‘? 0 EEA fth, Project created.
12:81'?:3':”] Jgrr;r;ith, I of node "g1_1" changed: "g1_1"-="g2_1"
12?{?%‘? ngth, Fropetty "randomize” of node "g2_1" changed: "-="falsa"
12:81'1;?%‘5'] Jgr:r:-lith, Fropemy "recodevar” of node "g2_1" changed: "-="falsa"
1?,:81'?:%5'] ngth, Fropery "packgroundvar” of node "gq2_1" changed: "™-="falze"

Figure 101: Project log
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7.7URL Setup

Y ou have the opportunity to control which website the respondents will come to, when they have
finished the survey. When you click Project > Production > URL Setup, you will be brought to this

page.

URL SETUP (PROD DATABASE) pOTI3E14 —
Applies to weh interview projects only.

English

URL Text Link preview
Help link: | |
End link: | |
Save |
Figurel02: URL setup

Field Description
Help link In thisfield you enter a URL address to a website you wish to use either for

additional information or for another purposes in the questionnaire. In this case you
have to have included primitive » HELP* in the WI template you will apply to this
survey. Clicking on Help link in a survey will open a new browser window.

End link In thisfield you enter the URL address of the website you wish the respondents to be
brought to after they have finished the survey.

Text In thisfield you may control the appearance of the Help link, i.e. you may substitute
the address with another text.

Link preview In this column you will get apreview of the link.

Table 31: URL setup

Usually, the End link must be defined before you compile the survey database:URL Setup > Compile
prod env.
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8 Handling Respondents in Limited Surveys

For targeted, non-public web interview surveys, it is necessary to prepare and upload alist of
respondents. This chapter describes the necessary steps needed to prepare the respondent list and
upload it. Chapter 8.4 also describes how to send e-mails with invitations and reminders for
participants of web surveys.

8.1Preparing the Respondent List

The respondent list must be in the form of atab delimited text file, with column headingsin the first
row. Thisfile can for instance be exported from a spreadsheet application such as Microsoft® Excel ™
by using the Save As function and choosing the format Text (Tab delimited - .txt).

Thisdatafile is prepared on the user’s computer and is subsequently uploaded into confirmit.

The respondent data file must contain some or all of the following columns, depending on the type of
survey. M ake surethat the spelling is exactly the same asin the table below.

Column name Description Limited WI
name The full name of the respondent opt
language (for The respondent’s preferred language. opt
multilingual The survey will be presented in this
projects) language (see appendix for language
codes)
email The respondent’ s e-mail address Req: if the survey will be
sent to respondentsvia
confirmit
userid The respondent’s userid if logonis opt
required
password The respondent’s password if logonis | opt
required

reqg=required opt = optional

Table 32: Fieldsin respondent lists

In addition to these columns, any background variables defined for the survey must be represented as
columnsin the respondent data file. The column namesfor these background variables must
exactly match the form I Ds given to these background variablesin the questionnaire designer.
See 5.2.1.5 Properties.

8.1.1 Use of Background Variables

In the respondent list you can include all information you know about the respondent. This information
can be used in both questionnaire routing and reporting. However, you will have to include this
information in the questionnaire as questions marked as Background variables.

< If theinformation is unique for each respondent, e.g. name, email, the question type to be
included in the questionnaire is Open Text question

« If theinformation can be categorized, i.e. if several respondents belong to each category, e.g.
department, country, language, the question type to be included in the questionnaire is Single
question

e If severa variables of the same category can be applied to arespondent, e.g. visited websites,
the question type to be included in the questionnaire is Multi question.



E.g. you have the following information about your respondents:

¢  Email

e Department

With Administration, Marketing, Support, Sales as answers with precodes 1,2,3,4

¢ Visited websites

With confirmit.com, altavista.com, yahoo.com, lycos.com as answers with precodes 1,2,3,4.

Y our respondent list will have the following columns and content:

email dept Web_1 Web_2 Web_3 Web_4
somebody @somewhere.com 1 1 1 0 1
somebody@somewhere.com 2 1 0 1 1
somebody@somewhere.com 3 0 0 1 1
somebody @somewhere.com 4 0 1 1 1
somebody @somewhere.com 3 0 1 1 1

The content of the columns must be: the email address for Open questions, the precodes of the
variables for Single questions, and O (not chosen) or 1 (chosen) for Multi questions.

The question Ids for the background variables must be identical with the column namesin the

respondent list.

1) Inthe questionnaire add an Open text question, giveit ID “email”, and in the Properties
choose the option Background var.

2) AddaSingle question, giveit ID “dept”, in the answers enter the department names, and in
the precodes enter the precodes, in the Properties choose the option Background var.

3) AddaMulti question, giveit ID “Web”, in the answers enter the website names, and in the
precodes enter the precodes, in the Properties choose the option Background var.

The respondents will not receive these questions. However, you will be able to use thisinformation in
questionnaire routing and reporting, because the system will perform the linking between respondent

list and the background variables.

8.2Uploading the Respondent List

Once the respondent data file has been prepared and saved as atab delimited text file, it is ready to be
uploaded into confirmit. Thisisaccomplished by selecting the menu Respondents/Uploading. Simply
press the Browse... button, which will invoke the familiar Windows™ File Open diaog, alowing the

user to browse through the file system and select the appropriate respondent data file and press the
Open button in the file dialog.

Once the correct datafile has been selected press the Upload... button to start uploading the respondent

list to the confirmit system. After the file has been successfully uploaded, the user is presented with

three options:

e Yes, append: Thisoption will append the newly uploaded respondents to any existing respondents

aready in the database.

* Yes, overwrite: Thisoption will delete any existing respondents in the database before adding the
newly uploaded respondents. Use this option with caution. If you use this option in an ongoing
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survey, the list of initially uploaded respondents will be deleted, and the respondents will not be
able to enter the survey. If any of them has started to answer the survey or has completed the
survey, - their responses are registered and saved in separate respondent tables. Thiswill also be
reflected in the W1 interv. progress under Reporting: 1f 130 respondents from the original list have
completed the survey, and you have overwritten the list with new e.g. 80 respondents, the WI
interview progress will display that the Total number of respondentsis 80, and that the number of
complete answersis 130.

* No: Thisoption will abort uploading respondents and return to the Project overview page.

If uploading is confirmed, a status screen will appear after a few seconds, summarizing the number of
respondents that were uploaded.

8.3Respondent Data Editor

The respondent data editor is atool for editing the respondent data in the database. The respondent data
issaved in atable called respondent in the database and does include all information uploaded in the
respondent file and also some system generated fields.

It is not possible to edit any answers respondents have given to questions in the survey.

8.3.1 Enter/Remove Search Fields

The respondent data editor is found under “Respondents’ -> “Editing” in the main menu. The editor
page is separated in two frames. The upper frame holds action buttons, search fields and buttons, and
fields for adjusting the number of displayed respondents per page. The lower frameisfor editing data.
The frame size is dynamic and it is possible to drag the split up and down. When entering the page the
fields shown in the picture is available if no background data has been uploaded.

RESPONDENT DATA EDITOR

Search Clear Change wiew | I~ Advanced Eres &0 | [ et S0 |

Wpriete.. . Delete.. Fage 0of 0 Page sizeIEU

I respid noOfEmails5 ent |

Mo matching respondents found

Figure 103: Respondent Data Editor
¢ Respondent data editor fields

Field Description

respid Search field for respid

noOfEmailsSent Search field for number of emails sent

Page size Enter number of respondents listed per page

Table 33: Respondent Data Editor Fields
¢ Respondent data editor buttons

Buttons Description

Search Perform search
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Clear Clear the search fields

Change view Add or remove search fields

Update To enable update of sets of data

Delete Delete the selected respondent(s)

Prev 50 Display the previous 50 (50 or selected number in the “Page size” field)
respondents listed

Next 50 Display the next 50 (50 or selected number in the “Page size” field)
respondents listed

Table 34: Respondent Data Editor Buttons

If background variables have been uploaded, then search field for these are visible as default as well.
The next picture shows an example with background variables.

Hezpondent list

Search Clear Change viesy | [~ Advanced Bresal | P [=rann]
[pdate. DElEte. Page 0of0  Page size |5|:|

Ma matching respondents found

Figure 104: Respondent List

To be able to edit any data, a search must have been performed. It is possible to search in more fields
than “respid” and “noOfEmailsSent”. To enter other search fields push the “Change view” button. A
window pops up where search fields can be selected. See picture below.

Select the fields you want to view

Hidden fields Selected fields

callhack = respid

comment noQfEmailsSent

in_use email

intervieserid = | = | gender n |
iterationid department

last_handled

never_again = | =4 | v |
not_in_guota

order

quutas_updated_;l

Ok Cancel

Figure 105: Respondent List Fields
e Change view fields and buttons
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Field / Button Description

Hidden fields Fieldsin the respondent table available to use as search fields

Selected fields Fields selected to use as search fields

> Moves highlighted field elements from “Hidden fields’ to “ Selected fields’
< Moves highlighted field elements from “ Selected fields’ to “Hidden fields’
>> Moves all field elements from “Hidden fields” to “ Selected fields’
<< Moves dl field elements from “ Selected fields’ to “Hidden fields”

Moves selected field element upwards in the “ Selected fields” list

Moves selected field e ement downwards in the “ Selected fields” list

Table 34: Change View Fields and Buttons

Highlight the desired fieldsin the “Hidden fields’ list and use the single arrow “>" to move them over
to the “Selected fields” list. To move severa fields at atime, hold the “Ctrl” button on the keyboard
down while clicking each desired field with the mouse. By clicking the double arrow “>>" all the fields
are moved over. When using the double arrow button it is not necessary to highlight the fields first.
Search fields can be remove from the “ Selected fields” list by using the arrows pointing in the other
direction.

When the desired fields are moved over to the “ Selected fields’ list, click the “OK” button. Now all the
fields selected will appear as search fields in the main window. In the picture below, “sid” has been
moved over and is now an available search field.

Zearch Clear Change view | I~ Advanced Frew sl | W et S |

Wpdate... Delete,.. PageOof 0 Page size IEEI
I respid noOfE mails5 ent | email | gender | department | zid

Mo matching respondents found

Figure 106: Selected Fieldsin Respondent List

8.3.2 To Search

To make a search, write information in one or several of the fields and push the “ Search” button. The
result islisted below the fields. To change the search you may clear the fields by pushing the button
“Clear” or just enter the cursor in the fields, remove the text and, if necessary, write new text in the
field. If nothing iswritten in any of the search fields and the “ Search” button is pushed, all respondents
in the database are listed. It is also possible to do search where only the first letters/figures are entered
inafield or to use % in front of or behind aword or afew letters.

If the check box “Advanced” is checked and open text field appear where advanced SQL search code
can be written. This makes it possible to make more advanced combinationsis the search. In the picture
below a search has been made for all male respondents in the database.
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Search Clear Change vigwn: | [~ Advanced Eressn | [dEwt 50 |
Update... Delete... Page1of1 [1-2of 2 recordz] Page sizeIEU

|Male |
0 someone@zomewhers.com  Male Sales WhALZADI
0 zomenn_eiezomewhere.com Male Suppart FnEECEMU

Figure 107: Making a Search

8.3.3 Update Data and Delete Respondents
There are two possible ways to edit the respondent data.

1. Update field(s) on one respondent at atime
2. Update sets of fieldg/data

To update data on one respondent at atime, highlight the row in the list representing the respondent of
which you want to edit data. When the row is highlighted, a detailed page of this respondent is
displayed in the lower frame with the search fields. See picture below.

Hezpondent list

Search Clear Chanoe wview | [~ Adwanced Erew &l | [ et |
Uplste... Delete... Page 1 af1 [1-2af 2 records]  Page size Iﬁ
| | | | | |

zomeohel@somewhere.com  Male Sales WhaLZADI

zomeon_e@zomewhere.com b ale Support WG5S MU

Save | Delete |

respid a
sid FWAGTEML
noOfEmailsSent |0

email |sumenn_e@snmewhere.cnm
gender |ru1ale
department |Suppur1

Save | Delete |

Figure 108: Updating Data on Respondents
e Fieldsin“Current respondent” edit frame
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Field Description

respid The selected respondent’ s respid

sid The selected respondent’s sid

The rest of the fields The fields selected as search fields

Table 35: Fields In Current Respondent Edit Frame
Make the desired changes in the fields that are available and save.

It is possible to delete the selected respondent as well with the “Delete” button. A dial ogue box appear
when the “Delete” button is pushed asking if the user really wants to delete the respondent. Del eted
respondents are not possible to retrieve. Please note that the respondent is deleted from the respondent
table. If the respondent has answered the survey his or her answers to the questionsin the survey are
not deleted.

PLEASE NOTE! Editing and deleting respondent data in thiswindow canges/ removes the data
from the respondent tablein the database. It isnot possibleto retreive thisdata again. Please
proceed with caution.

PLEASE NOTE! The buttons" Update..." and " Delete..." at thetop of the page updates/ deletes
the whole set of data that hasbeen retreived in the previous search. To delete or update only the
selected (highlighted) respondent of the set, usethe " Delete”" or " Save" buttonsin the lower
frame of the screen wherethisrespondent's data is displayed.

To update sets of respondent data, make a search and push the “Update” button. Now another pageis
opened in the lower frame. See picture below.

Respondent list

Search Clear Change view | [ Advanced P Sl | (=K el |

Update... Delete... Page1of1 [1-10of 1 recods]  Page sizeIED
e | | | | |
E i} zome_onel@zomewhere. com Female td arketing Ik I=EEY

Update set of respondents
feid? = ' valreT,
feid? = 'valre?), ..
Lpdste Clear |

Figure 109: Updating Sets of Respondent Data

In this update page the users have to manually write the updates, in the form shown in the example over
the open text field and push “Update” . The picture below shows how the gender and department field is
updated to Male and Sales for respondent with respid = 6.
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Respondent list

Search Clear Change view | [ Advanced RrEsy: 50 I [HE et S0 |

Updste... Delete... Page 1of 1 [1-10of1records] Page sizeIEU
Is | | | | |
B 0 zome_one@somewhere.com Male Sales KL LKEY

Update successiul

Update set of respondents

Reid?="valieT,
Reid? ="vale?, ...
gender='Male', ;I

departwent="'3ales’

[~

Update Clear |

Figure 110: Updating Sets of Respondent Data

The“Clear” button removes all text written in the open text field.

Please note that even if it says that sets of data are updated, not all respondents with gender = Female
and departments = Marketing in the database were changed like the respondent with respid = 6 herein
this example. Only the respondents selected in the search is updated. There may be several respondents
inthe list after a search, and if there were more than the one in this example, they would al be changed
like this one was. Thisiswhy the user has to make a search before it is possible to do any updates.

8.4Sending E-mail

confirmit provides a powerful wizard for sending e-mails to web survey respondents. On the basis of
several selection criteria, emails can be sent to all or a subset of the respondents in order to invite them
to participate in aweb survey or to remind them of a previous invitation. It is even possible to send
“thank you” e-mails to respondents that have completed a web interview.

The e-mail wizard is accessed through the Respondents > Emailing menu. The wizard will take the
user through the following steps:

1. Respondent selection: Select which respondents should receive the e-mail and specify the content
of the e-mail.

2. Preview and confirmation: Preview respondents who match the selection criteria.
3. Sending e-mail: Send the e-mailsto the selected respondents.

More on these steps in the following sections.
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8.4.1 Step 1: Respondent Selection

SELECTION CRITERIA
Respondent status |gny j

noOfEmailsSent I

name |

email |

PREVIEW OPTIONS

Max no of preview records |40 |-

EMAIL

Mail farmat |MIME encoded [x]

Sendas HTML [

Sender |jnhn@anywhere.cnm

BodyY [pear respondent!

Include link W

Figure 111: E-mail setup

Please note that this screen may vary depending on the column names of the respondent file. All fields

will be presented under selection criteria.
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In this step, the user enters the selection criteriathat will determine which respondents will receive the

e-mail. The criteriaare:

Criterium Description

Respondent status Chooses respondents based on the status of the interview, see table below.

Number of emails The number of e-mails sent is recorded for each respondent, and can be used as

sent a selection criterion.

Other fields: The wizard will display all fields from the respondent file that may be used for

eg “ email” selection.

Status Description

(Any) All respondents

Not answered All respondents who have not entered the survey

Complete All respondents who have completed the survey. (Useful for sending “ Thank
you’ e-mails).

Incomplete All respondents who have started answering the survey, but have not
completed it.

Screened All respondents who have screened status (See 5.2.4 Stop-objects).

Quota full All respondents who have been stopped due to afull quota. See 5.2.4.

Table 36: Respondent selection criteria/status

To make the selection abilities as flexible as possible, the selection criteria must be input in the
Sructured Query Language (SQL) syntax known from relational database queries.

Examples:

Assume that the respondent data includes gender as a background variable with precodes ‘M’
and ‘F' for male and female respondents, respectively. The e-mail wizard would then list
gender as one of the available selection criteria. To select only male respondents one would
enter

=M

in the gender input field. Selecting based on a set of values would be done with the IN
keyword. Selecting both male and female respondents (for the example' s sake) is done with
the criteria

IN(C M, "F)

in the gender input field. Selecting respondent that have already received more than 2 e-mails
could be accomplished by entering

> 2

in the noOfEmailsSent input field. Similarly, all standard SQL keywords and operators can be
used, such as BETWEEN, <, <=, >, >=, <>, AND, OR, LIKE etc. For instance, to find al
respondents whose names start with ‘B’ (assuming the respondent list includes name as a
background variable):

LI KE ' B%
If you combine criteria, they will be combined by AND.

Under Preview option the user can enter the maximum number of respondents that will be displayed in
the preview list in step 2 of the e-mail wizard. Thisis merely a precaution when working with large
numbers of respondents.

Under the E-mail heading the user can enter details about the e-mail he wishes to send to the selected
subset of respondents:
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Field Description

Mail format Choose between sending a MIME encoded (default) or plain text e-mail. Normally

MIME will work best on most e-mail programs.

Send asHTML Emails may be sent as HTML codes. Check the "Send asHTML" box to send
HTML coded email invitations.

Comment: Not al mail systemswill display such emails correctly. Use with
caution. When used, "MIME" format should also be selected.

Sender Enter the e-mail address that is to appear in the From header field in the e-mail.
Bounce-backs and replies will be sent to this address.

Subj ect Enter the subject header of the e-mail.

Body Enter the text that isto appear in the body of the e-mail message.

Include link

Select this checkbox to automatically have alink (URL) to the web interview at
the bottom of the e-mail (default).

Table 37: Email setup fields

8.4.2 Mail Merging Functionality

Information from all columnsin the respondent table can be included in the body text of the email.

To merge a background data field into the body text, for instance the respondents e-mail address,
write:

~Nemail”, referring to the uploaded email column (must be written exactly as the column label).

It is possible to display the link to the survey within the e-mail text by simply referring to it in the
following way:

e Adink~
Make sure that:

e "dink" isnot used as background data;

The reference "dink” should always be written on a separate line in order to avoid breaking the link
over two lines.

8.4.3 Avoiding Unnecessary Respondent Inquiries

In order to avoid unnecessary failure messages and inquiries from respondents when running limited
Web-surveys, we strongly recommend including the following information in the e-mail body text:

Please, read the following before you enter the survey!

¢ Cut (Copy) —and — Paste the link into the Internet address window in case you cannot access

the survey by simply clicking on the link. Make sure it's on one single line and without any
spacing.
* Navigate back and forth by clicking on the >> and << buttons, or just >> if the back button

is

disabled. Do not use the browser's “back” and “forward” buttons, or your answers may not be

saved!

e If you are not able to switch to the next page, you might have forgot to answer al questions on

the page. Look for an error message.

¢ Usethelink in the e-mail message when you wish to continue responding to the survey after a

pause. Do not bookmark the survey page!
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e Thelink isunique! Please, do not send it to other respondents.
By pressing the Preview button, the user is taken to step 2 of the e-mail wizard.

If you areincluding the unique linksto the survey at the bottom of the email message by
checking Include link flag, make sur e that the mouse cur sor isat the beginning of a new line.
Thusyou can prevent that the link to the survey mergeswith the body of your email message.

8.4.4 Step 2: Preview and Confirmation

In this step, a preview list of respondents shows which respondents will receive an e-mail, based on the
selection criteria entered in step 1. The maximum number specified under Preview optionsin step 1
limits this list.

In addition, a preview of the e-mail that is to be sent is shown.

At this point, the user can choose to cancel the e-mail wizard altogether and return to the Project
overview page; he can choose to go back to step 1 to edit the selection criteria; or he can choose to
proceed with sending e-mails and go on to step 3 of the wizard.

8.4.5 Sending E-mails
Thisisthefinal step of the e-mail wizard. At this point the e-mailswill be queued for delivery to the
selected respondents.

When sending emails, a standard check will be run on the email list. The message will not be sent to
invalid addresses. The confirmit user will receive a mail from the system on how many emails have
been sent, and how many mailsit has failed to send.

After having previewed your email message and the respondent list, you can either click Back to make
changesif necessary or, if you are ready to send your survey out, Next. Clicking on Next will bring you
to the screen shown in Figure 112: Batch Emailing.

Starttime % poap

1500 x| [17 =] |8 =] |2000 =]

Cancel | == Back | Finish == |

Figure 112: Batch Emailing

Here you can schedule when you wish your survey to be sent out. Clicking on Finish will bring you to
the Task Manager where you can monitor the progress of your batch job. NB! If you plan to send the
survey to test respondentsfirst, and later overwrite thisrespondent list with the real respondent
list, - wait until the test emails have been sent out, and you have received confirmation from the
system, befor e you upload new respondents and send the survey to these.
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Properties Log

Task instance properties

Task type M Batch Emailing

D 430

Schedule 2000-09-17 15:18:05

otatus In queue

Approx % completed 0%
tart time -

End time -

Time usage 0o:00:00

Aszsigned server

Task definition

Figure 113: Task propertiesfor batch emailing

A confirmation from the system will be sent to the address you have specified in your own User
Settings, even if you have specified another sender address in the sender field.

If you plan to send reminders to those who have not answered or have not completed the survey, you
have an opportunity to set up arecurring task. Then the first time you will be sending reminders, e.g. to
those who have not answered the survey, you will have to do the following:

¢ Inthe Respondent status in Selection Criteria choose Not answered
e Fill inthe necessary information in Sender, Subject, Body, etc. fields

« Follow al the steps as described above until you have been brought to the Task Instance
Properties for the batch emailing

e Click the Task definition button, and you will be brought to the Task definition properties
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TASK SETTINGS p17178137 —

Configuration of a batch job.

Properties | Recurr

Task definition properties

Instances

Task type |[5<] gy Ermailing

|0 16418

Owener Johns

Company
D

Project D | p17178137

Cormrment

o

Command J
line

Figure 114: Task Definition Properties

e Click Recurr flag, and you will be brought to the Recurrence pattern of the batch job
TASK SETTINGS p17 178137 —

Configuration of a batch job.

Properties | Recurr | Instances

Recurrence pattern

Current settings Inital start time =11.04.2001 14:56:41

Change

Figure 115: Recurrence Pattern
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¢ Click the Change button and set Recurring task to Y es, and choose the Recurrence
pattern type and Range of recurrence

Recurring task

Recurrence pattern type & Hourly
T Daily
O Weakly
" Manthly
" By data change

Range of recurrence % Mo end date

 End by |30 x| [12 =] [2001 =]

Hourly schedule Evewlﬂ haurs

Save |

Figure 116: Choosing Recurring Task

Those who still have not answered the survey will be sent areminder each time the batch emailing is
scheduled according to the Recurrence pattern.

8.5Handling Respondents in Multilingual Projects

In multilingual projectsit is necessary to ensure that the respondents get the survey in the correct
language. There are several methods of controlling thisfor Limited and Open surveys.

8.5.1 Open Multilingual Surveys
There are two ways of securing that respondents get the survey in a particular language:

e Inopen multilingual surveysyou may have a Single question with the question ID | (asin
language) as the first question of the survey. Y ou will have to use the actual languages as
answers, and the language codes (see Appendix B: confirmit Language Codes) as precodes.

The respondents will get the next question in the language they chose in the Language
question.

*  Another option isto distribute survey links specifying language, to the countries the survey
will be conducted in, e.g.

http://www.yourconfirmitserver.com/wi/pX X XXXXX/i.asp?=9 (for English)
http://www.yourconfirmitserver.com/wi/pX X XXX X X/i.asp?=10 (for Spanish)
etc.

8.5.2 Limited Multilingual Surveys
When it comes to limited surveys, you may:
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¢ Include a column with atag language, which specifies the language each respondent will get
the survey in (see 8.1 Preparing the Respondent List). The contents of the column must be
confirmit language codes (see Appendix B: confirmit Language Codes).

e The other option isto include a Single question with the question ID | in the survey, as
mentioned above (see 8.5.1 Open Multilingual Surveys).

e Inmultilingual surveyswith login-page (see 7.3.1.2) the respondents are presented with a
drop-down where they can choose language.

Note that you have to give the respondents the possibility to modify their answers after initial
submission, because when the respondents will reenter the survey, they will get it in the survey default
language. If they are allowed to go back in the survey, they will be able to choose their language again.

8.6Rule Based Send Outs

Rule Based Send Out functionality, as Sampling (see Chapter 9), is based on a Rule editor wizard.
While the samplesin Sampling are extracted from the list of panellists, Rule Based Send Outs are
project based, and the answers of the uploaded respondents are used to build the rules.

Y ou can also use the projects linked to a panel in Rule Based Send Outs.

To make arule for Rule Based Send Outs, you will have to select a project you want to use as basis for
send outs from your project list. This project can be alimited survey, or a survey linked to apanel. Y ou
have to have sent this survey to the respondents before you create the rule and define the target project.
Click the Rule based send out link in the Respondents menu.

Creryiewy

Auestionnaire

Testing ...

Production . ..

Responderts ...
Uploading
Sample Uploading
Emailing

Editing
Reports ...

Figure 117: Rule Based Send Out in the Menu

Y ou will be brought to the Rule based send out Rule list. The list will be empty the first time you enter
the Rule based send out link in a project.
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RULE BASED SEND OUT p053718 —

Rule bazed send out
ID Mame Email Count Statuz Last run  Next run Delete H|

Mo rules found

Pl | [DElete |

Figure 118: RuleList

If any rules have been defined, they will be listed in this overview.

RULE BASED SEND OUT pl0R371E —
Rule bazed zend out
ID Hame Email CountStatuz Last run Next run Delete H|
2001-05-11 '
1 egge O EDmplEtEdM:Sd:SE Mewver Edit r
My | [Delete I

Figure 119: Rule List With a Rule

Setting Description

ID Therule ID given by the system.

Name The name of therule.

Email Count Number of respondents corresponding with the rule criteria.

Status States whether the task is complete, incomplete, etc.

Last run Specifies when the rule was created.

Next run The sending of the target survey asarule will be arecurring task. The time of the
next run will be specified here.

Delete If you want to delete arule, check the checkbox, and press the Delete button. Y ou
will not be able to delete arule that is being used in an active project.

Table 38: RuleList Fields
To create arule, click on the New button. The Rule Editor Wizard will be displayed.
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RULE EDITOR WIZARD pO0S37 18 —

{3 Panielist Project 3
a Rovting
name [(COpenText])

Expand

gender - Gender (S Email delay I-I L day(z]
PRI EREII] | Expression

« | ©

STEF 1 - Build the rule
Hame Ieggs

[q2] ="'

-
[

Check | Undo |

Rule builder

—
2 W-  Wcooked[1]
Lt Fried [2]
ARD
OR
{
i
Cancel = Back Mext = Fimi=t |

Figure 120: Rule Editor Wizard for Rule Based Send Outs

In the questionnaire you can highlight the question on which you want to build the rule. The Rule
builder will be displayed. Y ou build the expressions in the same manner as you build conditional
expressions, i.e. by clicking on the itemsin Variables, Operators, and Va ues. When you have defined
the rule, you can check whether the expression is correct.

Setting Description

Name The name of therule.

Expression The field where the expression is entered.

Email delay Here you can enter the number of days the sending of the target project to the
respondent should be delayed. The default is O days.

Check Clicking this button will check whether the expression is correct.

Undo Clicking this button will undo the last action added to the expression.

Variable Thislist will show the question ID of the selected question.

Operators Thislist includes most of the operators and methods you can apply to the form
object in focus. The operators will be different for each type of form, because
the various form-types support different methods. Click on an item in the list to
insert the operator or method into the expression field.
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Vaues

Thislist will show the answers of the selected form, with the precode in square
brackets. Click on an itemin thelist to insert the precode into the expression
field.

Cancel

Clicking this button will bring you back to the Rulellist.

Next

Clicking this button will bring you to the Email set-up of the Target project.
(See Figure 121)

Table 39: Rule Editor Wizard Settings

Y ou can also use Background variables, if it isaregular Limited survey, or Panel Variables, if the
survey is linked to a panel, in order to create arule. Remember to add those variables as questions in
the questionnaire (See Chapter 8).

When you have defined the rule, click the Next button. The email set-up window will open.

RULE EDITOR WIZARD pOOSET 18 —

STEP 2 - Email zetup

Target project ID [ 0052575

Mail format | MIME encoded x|

Encudinngeatern European (150 j
Send as HTML [

Sender |i|:|hn.smith@firmglubal.cum

Subject |Fn:n||n:|w-Ll|:-
Body [Dear respondert, ﬂ

[

Include link [

Cancel I = Back | Mext = FEimEh |

Figure 121: Email Set Up for Rule Based Send Outs

Setting Description

Target Project ID Here you enter the project ID number of the target project.

Mail format Choose between sending a MIME encoded (default) or plain text e-mail.
Normally MIME will work best on most e-mail programs.

Encoding Select the language encoding type.

Send asHTML Emails may be sent as HTML codes. Check the “Send asHTML"” box to

send HTML coded email invitations.

Comment: Not all mail systemswill display such emails correctly. Use
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with caution. When used, MIME format should also be selected.

Sender Enter the e-mail address that is to appear in the From header field inthe e-
mail. Bounce-backs and replies will go to this address.

Subject Enter the subject header of the e-mail.

Body Enter the text that isto appear in the body of the e-mail message.

Include link Select this checkbox to automatically have alink (URL) to the web
interview at the bottom of the email (default).

Cancel Clicking this button will bring you to the Rule list.

Back Clicking this button will bring you back to the Rule Editor Wizard.

Next Clicking this link will bring you to the Schedule set-up, where you also can

preview the email message.

Table 40: Email Setup Settings

When you have specified all the details in the Email set-up, click the Next button, and you will be
brought to the Schedule set-up. Here you can specify whether you want to Append the new respondents
to the existing respondent list, if any, or Overwrite the respondents in the database with the new
respondents, when the rule based mails are sent out.

In Start time dropdown you can specify whether you want thisjob to start ASAP or Scheduleit for later
execution. When you click the Finish button, you will be brought to the Task Settings, where you will

be able to define the Recurrence pattern of the job. It is recommended to define the Rule based send
outs as Recurrent tasks, since the respondents will be participating in the original survey at different

times.

RULE EDITOR WIZARD

STEFP 3 - Schedule zetup

Target project p0052976 - Panelizt Project 1

IAppend 'I

Load
respondents

Start time |31

Body

Email preview

To knigtinermt@firmglobal. com
From john.zmithi@firmaglobal com
Subject Follow-Up

Drear rezpondent,

http: /localhostAwi/p00B2976 A, aspr=1%:=ABCDEFGH =9

=)

Cancel = Back et =

Finish |

Figure 122: Schedule Set-up

The target survey will be sent to the respondents fulfilling the rule requirements.

po0g37 18 —

134



9 Panels
NB! For some customer s, Panel functionality isa char geable Add-On.

The Panel functionality enables Project Managers to monitor and handle panels of respondents without
leaving the confirmit application.

Functionality for panelsis provided through the following features:
e Creating new panels
*  Recruiting panelists for a panel
e Editor for panelists within a panel
e Panelist web page template editor
e Sampling functionality

9.1Recruiting Panelists
Panelists can be recruited by utilizing the confir mit survey functionality. This can be done like this:

e Panelist registers his’her Name, e-mail address, etc. , User |d and Password by answering a
pop-up or clicking alink received by email.

9.2Creating a Panel

To create a new panel, the project manager hasto click on the link Initiate New Panel in confirmit
Main menu.

WHAT DO YOU WANT TO DO TODAY? pOOIITS1 —

Welcome, John Smith of FIRM AS. Flease select an action.

! View user seftings.  Sets the preferred language, email address ete.

Wiew project list. List of all previous research.

Initiate new panel.  Select from set of available survey templates.

Tasks. Status information on your batch johs.

’ Initiate new project.  Select from set of available survey templates.

e, Latest update: Mo news.

Figure 123: Initiate New Panel in the Main Menu

The project manager will be brought to the following screen:



INITIATE NEW PANEL pOOZETE] —

Flease select a panel type.

Initiate new panel

i I Creates a hlank panel.

@ Zancel Backtowelcome page.

Figure 124: Initiate New Panel

If the user clicks Cancel, he/she will be brought back to the Main menu. Wheress, if the user clicks
New, he/she will be brought to the Panel list.

9.3Panel list
The Panel list is the main panel organizer, as Project list is the main project organizer.

PAMELS pOOEA00T ——
panets |
Hame D Customer  Creator Created Panelists
| | | | | = __Fiter_|
Favorite panels
The Panel paO033201 FIRMAS  Smith, John  27-Apr-01 3:08:13 P ] Rem
(Mew blank panell pO034007 FIRM AS  Smith, John  28-Apr-01 25516 P 1] Fem

Search panels

Figure 125: Panel List

The Panel list consists of Favorite panelsi.e. panels you have been working on recently, and Search
panels, where you can search for panels that have been removed from the favorite list, or panels
somebody €lse has created and given access to you.

The new panel will be placed at the bottom of the Favorite panels list, with atitle New blank panel.

Thelist of panels may be sorted by clicking the header of the column by which you want to sort the
panels.

Thelist may be filtered in a number of ways, by time (created column) or by search parameters (all
other columns). Y ou only have to enter the first |etters of the criteria on which the search is to be based.
The system will return all matches. Example: Specifying “te” in the name column will return al panels
starting with the letters “te”.

If you want all panelsto be listed, enter a“*’ in any column under Search panels.

When the list of your Favorite panels contains a considerable number of panels, you may want to
remove the ones that you currently do not work on by clicking the Rem (=remove) linkThis will not
delete the panels, but move them from the Favoritelist.
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In case you wish to access the removed panels, you can use the Search panelsfields. All panelsthe
user has been granted access to will be listed according to search criteria. Y ou may move these panels
to your Favorite list by clicking the Add link.

9.4Creating a New Panel Project

Clicking the New blank panel link in the Panel list will bring the project manager to the Project
Overview.

PROJECT OVERVIEW pO034007 —
Project details
Project ID poo34007
Project name |{New hlank panel)
Company  |FIRM AS =l
SOL engine |SQL Server j
Description ;l
Languages &vailable Selected
Aftikaans i’ English
Albanian -
Arabic
Arahic (Algeria) ==
Arabic (Bahrain hd
Status
Deployment
Title:
English
Save |
[ Chiect permissions ] [ Duplicate project ] [ Delete project]
Figure 125: Project Overview for Panels
Field Description
Project ID System generated unique identification number.

Project name A title you choose for the panel. Be aware that thiswill be the title of the browser
window in alive WI survey.

Company Y our company’ s name.
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Description Here you may enter a more detailed description of the panel project.

Languages Here you can select the working language(s) of your panel project. The Available
field contains all the languages that are supported in confir mit. The Selected field
will contain the working languages of your panel. Y ou highlight alanguage in the
Available field and click the arrow button to add it to the Selected field.

Status Project status.

Deployment Survey type (Public/Limited/Pop-Up) Web Interview.

Table 41: Project Overview Settings
After having edited the Project Overview settings for your panel, click Save to save the changes.

Now you can create the questionnaire for recruiting the panelists. Click the Questionnaire

Link in the Project menu, and the questionnaire builder frame will be displayed with the default
questionnaire for panels in the routing, as shown in the picture below:

-..:ﬂ The Panel
s.:.‘ﬂ Routing
[F] status (Single)
E] name - Mame (OpenText)
E] email - Email address (OpenText)
I F fostatusn =1
1 THEN
uszername - Uzer name (OpenText)
password - Password (OpenText)
(Script)
\.:.‘ﬂ Scales and lists
-..:ﬂ Guotas
-..:.‘ﬂ Mewy ohjectz
E] Imfo
Single
Mutti
(A rid
E] Open

Figure 127: Panel Questionnaire

The default objects cannot be removed from the routing, but the project manager may customize the
objects, aswell as add new questions.

9.5Generating Panel WI

When the project manager has created the questionnaire, the response database can be created. The
process is exactly the same as for all confirmit projects. see Chapter 7 Preparing for Data Collection.

The survey for panelist recruiting may be deployed as any other survey in confirmit, i.e. asan Open
survey, or as aLimited survey where you already know your respondents.

After having compiled the response database, the web interview must be generated. Thisisdonein
exactly the same way as for other projectsin confirmit: see Chapter 7 Preparing for Data Collection.
The only difference is that besides choosing the template for the survey, one also has to choose the
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template for Panelist pages, i.e. the lay out of the web pages where the panelists can log in and get an
overview of their profile. (see Chapter 9.6).

Generates web interview files.

|Rec{m'ent of ervow hotifications: I |

[T inciude pragress bar

[T Resewe a fixed area for ervar Messdnes.

Survey design: | confirrnit default ;I

| COMFIRMIT Default - |

IF Teherate back buttan.

¥ Aviow wser to modify answers aiter Inftial sobmission,

V' Atiow nser to modify answers giter the interdiew iz complete.
Use syster’s defanlt validation for:

V' anzwer reguired v Exclusivity v COther-Specify V' Rank arder
checks. tests. checking. tests.

[T Limited sanvey (Requives g respondent Nist).
[T Generate fogin page (User IVpasaword must be pravided with respondent data).

| [T Generate PO SRy

Default language:; I Englizh - I

Figure 128: WI Generator

9.6 Panelist Web Page Templates

The Panelist Pages Templates Editor is accessed through the General confirmit menu by clicking the
Templates link and choosing Panel.

.
fulain

Uzer zettings
Project list
Panels

Tazks

Wl
Panel
PorweerPoint

Figure 129: Accessing Panel Templates Editor

When clicking on the Panel link, the project manager will be brought to the Panel Template Editor.
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PANEL TEMPLATE EDITOR

Template list

COMFIEMIT Default
system_test_2

confirmit —

Template Editor

General Useraccount|History|Incomplete

General options

Template company  all
|CONFIRMIT Default

Hame

Description |CONFIRMIT Default

Edlit

Copy Delete

Choose Panel template to edit ar
copy an existing template.

Figure 130: Panel Template Editor

Setting Description
Edit Clicking this button will open the chosen template for editing.
Copy Clicking this button will create a copy of the chosen template.
Delete Clicking this button will delete the chosen template.
Generd General settings for the template. When the user clicks the edit button, this page is

displayed by default.
Login Allows the user to edit the panelist log in page lay out.
User account Allows the user to edit the panelist User account page lay out.
History Allows the user to edit the panelist History page lay out.
Incomplete Allows the user to edit the panelist Incomplete page lay out.
Password Allows the user to edit the panelist Password page lay out.
Save Clicking this button will save the changes.

Table 42: Template Editor Settings

Setting Description

Template company

The owner company of the template.
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Name Enter the name of the template here.

Description Give a short description of the template.

Table 43: General Template Settings

The picture below shows the template editor for the panelist Login page:

Template Editor

General (MRl | seraccount[History| Incomplete | Password | Save

‘Log in' page definition

<HTHL> -
<HELD>
<TITLE>Log in page</TITLE>
</HELD>
<BODY>
<P
<TAELE horder=0 cellPadding=0 cell3pacing=0 width="100%":
<TE>
<TD noWrap><FONT size=3<Bx*TXTTITLE"</B></FONT></TD:
<TD wilign=center width=*>
<TABELE hgColor=khlack bhorder=0 cellPadding=0 celll3p:
<TE=>
<TD width=1000 height=1 bgcolor=hlackr</TD>
</ TRx»
</ TLELE>
</ TDx>
</ TRx»
<TE=>
<TD colspan=z2>"TEXTHEADER"</TD>

</ TR> -
4| | b

Presvies: |

‘Log in' primitives

ATHTTITLE Fange title ATHTHEADER™ Introtext
ATHTPLSLOGI R Login text ATHTPLSLUSERAR DY Instruction
MTETUSERMAME™ Usernametext “FIELDUSERMAME® Llsername field

Figure 131: Login Page Template Editor

Thetemplate is made using HTML code, and in order to include certain text fields and text in the
template, one has to use the primitives that are listed below the editing window.

Clicking the Preview button will show the lay out of the particular page.
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PANELIST LOGIN PAGE

This iz the panelist login page
Please Log In

Please type your user name and and password to enter

Lser Mame |

Password |

Fowered Ay COMFRLET

ok |
« |

Figure 132: Preview Panelist Login Page

Clicking the “<<" button will bring the user back to the editing page.

Everything explained above about the Login page applies to User account, History, Incomplete, and
Password pages.

9.7Panelist Overview

Once the respondents start answering the panel survey, the project manager can view the recruited
panelists and edit the panelist details.

The project manager can access the Panel list from the General menu by clicking the link Panels. To
view the panelists of a particular panel, the project manager has to choose a panel from the Panel list
and then click the link Panel under the Project menu. This menu will have three subcategories:

Surwvey ImprExp .. .
Data Transfer. . .
Showy active projects

Showe panelists
Sampling

Figure 133: Panel Menu
Click Show panelistslink, and the panellist overview will be displayed.
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PANELISTS pO0SO2ET —
(Panelists ]

Filter [
panelistid | status | name | emal | username | password |
1 complete John Smith johni@zomesvhera.com john john
2 complete James Bond jamesi@someyhere co.uk james james
3 complete Gearge Carpenter gearger@anywhere com gearge gearge
5 complete Alexander Thegreat alex@novwhere.com alex alex
=] complete William Buzh hilli@whoknovwsywhere.com kill baill
Hrey. P [=Ear e Delete

. SUrYeYs Surveys started, SUrYEYS

betal All surveys completed not completed not started

Fresy [+ et SEYE |

Figure 134: Panelist Overview

To view panelist information, highlight a panelist. Now you will be able to view and edit the particular
panellists Details, view all the surveys the panelist has been assigned, which surveys the panelist has
completed, which he/she has started, but has not completed, and which surveys the panelist has not yet
started to answer.

Figure 135 shows that the highlighted panelist, William Bush, has not received any surveys yet.
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PAMELISTS pODEOZE] —

Filter [
panclistid | status | _name | emal | uscrnome | password |

1 complete John Smith john@somesvhere.com john john

2 complete James Bond jamesi@someyhere ok james james

3 complete Gearge Carpenter gearger@anywhere com gearge gearge

=] complete Alexander Thegrest alex@novhere.com alex alex

=] complete William Bush hilli@ s hoknovysywhere.com kaill baill

Bresy | [HExt I e Delete

: Surveys Surveys started, Surveys
Dlatzls All e completed not completed not started

Presy [t SEYE |
a o

Figure 135: Highlighted Panelist

Figure 136 shows the panelist detail editor.
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PAMELISTS pO0Sa2E1 —
(Panelists |

Filter [
panclistid | status | name | emal | usermome | password_
1 complete John Snith john@eomesvhiere Com jokin johin
2 complete James Bond james@somevwhere co Uk james james
3 complete George Carpenter gearge@anyywhere com gearye gearye
5 complete Alexander Thegrest alexg@nowhere. com alex alex
& complete William Buszh hill@r e hioknowy sswehier e com il kaill
Erey. | [k | Wiy Delete
Al survets SUrveys Surveys started, Surveys
¥ completed niot completed not started
status [
name |AlexanderThegreat
email |a|ex@nnwhere.cnm
Username |a|ex
password |a|ex
Last updated 2001-04-27 11:12:41
Erew. [k Save |

Figure 136: Panelist Details

Setting Description

Filter Checking this flag will alow you to filter the panellists. See Figure 14.

Prev Allows the project manager to move back in the list of panelists.

Next Allows the project manager to move forward in the list of panelists.

View Clicking this button will display the Modal Window with the available panelist

information fields, and selected panelist information fields. Here the project manager
can choose which fields to include in the panelist overview. See Figure 15.

Delete The highlighted panelist will be deleted. A warning will be displayed first.

Details Clicking this button will display the current panelist’s details. The project manager
will be able to edit them.

All surveys Clicking this button will display all the active surveys for the current panelist.
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Surveys completed Clicking this button will display all the completed surveys for the current panelist.

Surveys started, not Clicking this button will display al the started, but not completed surveys for the
completed current panelist.

Surveys not started Clicking this button will display all the surveys the current panelist has not started to
answer.

Save Clicking this button will save the changes made to the panelist details for the current
panelist.

Tabled4: Panelist Overview Settings

If thelist of panelistsislong and the project manager wants to search for some particular panelists,
he/she can enable the Filter function.

Filter ¥

status: name: email: username:

| i | |

pensieia T st T mme T S e Lot
camplete Jahn Smith johni@somesvhere com johin johin
2 complete James Bond jamesBsomewhere.co.uk james james
Fresy [t Wigy Delete

Figure 137: Filter Function

Figure 137 shows that the project manager has searched for panellists whose name starts with “J’. The
search has returned two panellists. The Search fields are not case sensitive.
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PANELISTS pO0SI2E1 —
Panelists ]

Filter [
panelistid | status | name | emal | username | password
1 complete John =mith johni@aomeyvhere com jokbin johin
2 complete James Bond jamesi@aomeswhere co.uk james james
3 complete George Carpenter gearger@anyswhere com gearge gearge
5 complete Alexander Thegrest alex@nowhere.com alex alex
= complete William Buzh bl hoknowswwhere. com bill kill
4} (Title is undefined) - Web Pagetiid P
Panelistfields
Fhes! et | Available Selected WiEy Delete
ctatus
| [NEME
. amail urveys started, Surveys
betals al ==\ lusername not completed not started
password
(8], |
|htt|:|:,|',l'ﬁ-l:estl:|1,l'u:u:unFirm,l'p [ Local inkranet

Fresy [WEst SEYE |

Figure 138: The Modal Window

Figure 138 shows that the project manager has opened the Modal Window by clicking the View button.
The picture shows that all available panelist detail fields have been selected to be viewed in the panelist
overview. The items are moved between the Available and Selected fields by highlighting an item, and

then clicking the arrow buttons.

9.8Sending Surveys to Panelists
Once the panel has been gathered, surveys may be sent to the panelists.

Note! If you wish to use any infor mation about the panelistsin reporting, you haveto include
these variablesin the survey and mark them as Panel variablesin Properties. Thislinking isdone
in exactly the same way aswith Background variables, only the panelist information isdrawn

from the panel, and not from the respondent list. See chapter 8 for mor e infor mation.
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= Question type  OpenText
i Scales and lists

3 Ouat Created April 27, 2001 2:56:31 PM GMT+02:00
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S e ohjects Modified April 27, 2001 3:35:58 PM GMT+02:00
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Single . .
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[Feria R owes I Columns I
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‘[? Condition Passward I_
EDiredive Mumeric [
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‘ASub category|| | Motrequired [
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S Aunta Deleted o

Figure 139: Adding a Panel Variableto the Survey

The surveys can be either sent to the panelists by email, or, since uploading the panelid and panelistids
into the survey does the linking between the panel, panelist and the surveys, the panelists are able to
access all their surveys via World Wide Web, from personalized pages.

See Chapter 9.11.
To send out surveys to the panelists you may use the Sampling functionality.

9.9Sampling Functionality

The Sampling functionality allows you to define several samples within the same panel, and send out
different surveysto different samples accordingly. Y ou can also use the Sampling functionality to send
out surveysto al panel members.

This functionality consists of arule editor and a sampling engine. The project manager can define the
rules for sampling, and the sampling engine extracts a set of panelists from the panel.

9.9.1 Defining Various Samples in a Panel

The user enters the sampling functionality by choosing a Panel from the Panel list, clicking Panel in
the Project menu, and choosing Sampling:
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Survey mpiExp .. .
Data Transfer. ..

Showy active projects
Showe panelists
Sampling

Figure 140: Panel Menu

The Sample List overview will be displayed when you click Sampling. If thisisthe first sample you
want to add to your panel, the sample list will be empty. To create a sample, press on the New button.

S5AMPLING pO053492 —

ID Mame Sample Count Statuz Last run Mext run Delete M|

Mo zamples found

[y | [efete |

Figure 141: Samplelist

Setting Description

ID The sample ID given by the system.

Name The name of the sample.

Sample Count Number of panelists corresponding with the sample criteria.

Status States whether the task is complete, incomplete, etc.

Last run Specifies when the sample was created.

Next run If the sample extraction is set up as a recurring task while new panelists are being added to
the panel, the time for the next run will be displayed.

Delete If you want to delete a sample, check the checkbox, and press the Delete button. Y ou will
not be able to delete a sample that is being used in an active project.

Table 45: Sample List Fields

The Rule Editor Wizard and the panel questionnaire tree will be displayed when the user has clicked
New.
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RULE EDITOR WIZARD

El The Panel

ﬁ Routing
status (Single)
name - Mame (OpenTe:
email - Email acddress (¢
I F fpstatus 1= 1"

E Functions
(A SURVEY COUNT
L AST PARTICIPATION

Expand

poOSR2G1 —

STEP 1 - Build the rule

Mame |Ma|e
~ Expression ~ Expression list
[gender] ="1' :I
Al = |
= |
= Edit
# of resp. |5EI grouped I random "I
Check | Uneo | —— |

Rule builder

-
= Wale[]

== Fermalea [2]

ARD

CR

[

]

=

Figure 142: Rule Wizard Editor

Setting Description

Name The name of the rule or sample.

Expression The field where the expression is entered.

# of resp Number of panelists that the sampling engine should extract out of the total number of
panelists corresponding to the rule.

Grouped The panelists can be grouped: ascending, descending, random

Check Clicking this button will check whether the expression is correct.

Undo Clicking this button will undo the last action added to the expression.

Add Clicking this button will add the expression to the expression list.

Edit If you highlight an expression in the expression list and click this button, the expression

will be moved to the expression field for editing.

Expression list

All the expressions that are applied to the sample are gathered here.

Delete If you highlight an expression and click this button, the expression will be deleted. A
warning will be displayed first .

Variable Thislist will show the question ID of the selected question.

Operators Thislist includes most of the operators and methods you can apply to the form object in

focus. The operators will be different for each type of form, because the various form-
types support different methods. Click on anitemin the list to insert the operator or
method into the expression field.
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Vaues

Thislist will show the answers of the selected form, with the precode in square
brackets. Click on an itemin thelist to insert the precode into the expression field.

Cancel

Clicking this button will bring you back to the Sample list.

Next

Clicking this button will bring you to the Schedule set-up of the sample.

Table 46: Rule Wizard Editor Settings

Y ou can highlight the question you want to use for the sample building. When the question is
highlighted, the Rule builder fields will open, and you can build your expressions. A sample can be
built on several expressions that are based on several questions, and you can base one expression on
several questions aswell. It isrequired to enter the Name of the sample and the number of panelliststo
be extracted from the panel before you can add an expression to the expression list.

~ Exprezsion list
RAND ¥ 50: [gender] = '1°

Delete |

Figure 143: One Expression in Expression List

— Expreszion list

RAHD # 50: [gender] = '1°
RAHD # 50: [nam=] LIEE 'j

Delete |

Figure 144: Two Expressionsin Expression List

If you build your expression on an Open ended variable in a Panel, you can perform atext string search
with wildcards to find panelists who have values that start with, end with or include a specific string,

eg. “j%’, “%j”, “%j%".
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Rule builder

- e
Variables Operators Values —
I - [ :

MOT LIKE
AMD

OR

!
]

Figure 145: Expression Built on an Open Question

In the panel questionnaire tree you can see two nodes in the Functions folder: Survey count and Last
participation.

Y ou can extract your sample based on the number of surveys that a panelist has answered. In the

picture below, the user isin process to build an expression that will include in the current sample the
panelists who have answered more than 3 surveys. To be able to build an expression based on Survey
count, you have to highlight the Survey count folder, and the Rule builder fields for this node will be

displayed.
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STEP 1 - Build the rule i

Mame IME||82

~ Expreszion list

ﬂ EAHND # 50: [gender] = '1°
EAHD # E0: [nam=] LIEE 'j

— Expression
SURVEY_COUNT »

j = Eclit

i Dfresp_l g[uupgdlESCEnding vI
check | unao | peice |

Rule builder

FY

=
SURVEY_COUNT E ||

Al = |
_ s |

AND

Figure 146: Survey Count

Y ou can also extract your sample based on the date of the last time a panelist has participated in a
survey. In the picture below, the user isin process to build an expression that will include in the current
sample the panelists who have last time participated in a survey before the 11" of May, 2001. To be
able to build an expression based on Last participation, you have to highlight the Last participation
folder, and the Rule builder fields for this node will be displayed.
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STEF 1 - Build the rule

Mame |Male2

— Expression ~ Exprezzion list
L&ST_PARTICIPATION < '20015-11° N A ! o Eg:ﬁg?rh;m 1]
Al = |
[ = Eciit |
it of resp. I— grouped Im
Check | Undo | ootete_|

Rule builder

=
LAST_PARTICIPATION = [2001 =] [s =] -[11 =][2]

AMD

Figure 147: Last Participation

When you have created the sample extraction rules, you may click Next button, and Schedule set-up for

loading the sample will be displayed. Y ou can either choose to create the sample ASAP or Schedule it
for later execution.

RULE EDITOR WIZARD pONSaZE] ——

STEP 2 - Schedule setup
Start time | ASAP =l

Cancel | = Back | [HExh= | Finizh |

Figure 148: Schedule Set-up

When you have chosen the desired start time, click the Finish button. Thiswill bring you to the Task

Settings, which are applied to al batch jobs. Y ou may also define a sample extraction as a Recurring
task.
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IDD Hame Sample Count Status
1 Male 5

Last run Mext run Delete MW

Completed 2000-05-0916:15:42 Mewer Edit r

M Eny | === |

Figure 149: Sample List With a Sample

If you enter the Sample list now you will see that a sample has been created. If you want to modify a
sample, you can click the Edit link, and you will be brought back to the Rule Editor Wizard.

9.9.2 Sending Surveys to Samples of Respondents

Once you have defined your samples you can load them up to the surveys. Thisis done from the
Respondents menu under Project.

Project |
Overviewy
QAuestionnaire
Testing ...
Production ...
Responderts ...
Uploading

Emailing
Fule based send out
Edlitirg

Reports ...

Figure 150: Sample Uploading in Respondents Menu

First you choose a project from the Project list and then click Sample Uploading. The Sample Upload

page with the Panel list will be displayed. Asyou can see in the picture below, no samples are
displayed, because none of the panels has been chosen.
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SAMPLE UPLOAD pO0SE 136 —

D Hame Customer Creator Created
pOO0GT146 (Mew blank panel FIRMAS  Administrator,  02-hay-01 10:33:26 Al
po0S3492 Myt panel FIRM A5 Administratar,  26-Apr-01 2:25:27 PM
pO0S2467 Test Panel FIRM AS  Administrator,  28-Apr-01 6:44:41 P
pO0SY2E1 The Panel FIRM AS  Administrator,  27-Apr-01 12:12:36 P
poOO00Y Y3y Tom Panel FIRM AS  Administrator,  03-Apr-01 10:46:95 AM

Upload

Figure 151: Sample Upload Page

Choose the panel with the sample you want to send the survey to, and all the samplesin the current
panel will be displayed in the Samples window. Highlight the sample you want to upload to the survey
and click Upload.

SAMPLE UPLOAD pODS3136 —
Sample upload
D Hame Customer Creator Created
pOO0GT146 (Mew blank panel FIRMAS  Administrator,  02-hay-01 10:33:26 A
po0S3492 Myt panel FIRM A5 Administratar,  26-Apr-01 2:25:27 PM
pO0S2467 Test Panel FIRM AS  Administrator,  29-Apr-01 6:44:41 PM
poooyyay Tom Panel FIRM AS  Administrator,  03-Apr-01 10:46:55 A
Rule ID Rule Hame Sample Count
1 Male a

Upload |

Figure 152: Sample Upload Page

Clicking the Upload button will bring you to the Load Database page, which is the same as when
uploading respondent lists. See chapter 8.2.
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LOAD DATABASE? pO053136 —

Load Databhase?

Load database?

[‘es, append] [Yes, owerwrite] [Mo]

Figure 153: Load Database Page

Now you can email the survey to the new sample, or since the new respondents are panelists, they will
be able to access the survey from their personal pages.

9.9.3 Defining the Entire Panel as a Sample
If you want to send a survey to the entire panel, you may define the entire panel as a sample.

Y ou will have to build the sampling expression on the panel default variable Status, which checks
whether a respondent has been added to the panel.

RULE EDITOR WIZARD pO0E3201 —

1 | Hame IEntire Fanel

— Expreszion list
;I ASCE # 1000: [=statu=s] = '1'

— Expression

it of resp. I grouped I ascending vI

Rule builder

r
status _ completed [1]

S
ArMD
OR

!
!

Figure 154: Bulding an Entire Panel Sample
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Loading of the sample into surveys is done in the same fashion as described in chapter 9.9.2.

9.10 Survey Overview in a Panel

The Project Manager can view all the projects linked up to a panel by opening the panel from the Panel
list, and choosing Show active projects from the Panel menu.

If there are no surveys linked to the panel, or al the surveys have been closed, the following picture
will be displayed.

PROJECTS IN PANEL pO053261 —
Search | Clear I Eres sl I et S0 | Page1of 1 Page size |5|:|

____I_J
| | | | -

Mo matching projects found

Figure 155: Projectsin Panel Page with No Matching Projects

If thelist of surveys linked to the panel islong, the project manager can search for the projectsin the
same manner as in the Project list: by project title, 1D, company, project creator, or when the project
was created.

Setting Description

Search Click this button to search for the project after having entered the search criteria.
Clear Click this button in order to clear the entered search criteria

Prev Will display the previous specified number of projects.

Next Will display the next specified number of projects.

Page size Change the number of displayed projects here, and click on the Search button.

Table 47: Active Projects Screen Settings

PROJECTS IN PANEL pO05I2E1 —
Search | Clear | Bresy i I i [=Ee ] | Page1af1 Page size |1 n

____I_J
| | | | -

Mo matching projects found

Figure 156: Changed Page Size

If there are surveys linked to the panel, they will be displayed in the Projectsin panel screen. The
project title and ID are formed as links, and clicking on a project link will bring you to the specified
project’s overview page.
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PROJECTS IN PANEL pl033201 —

Active projects

Search I Cleat | Freyvial | ezt S0 | Page1of1  Page size W
__ Mame | 14 | company | Cretr | Created |
| | | | | [
Fanelist Project 1 pO033256 FIRM A5 Srnith, Jahin 27 apr.07 14:56:30
Panelist Project 2  p0033508 FIRM A5 Smith, John 27 apr.01 15:35:58
Fanelist Project3  p0033601 FIRM A5 Smith, John 27.apr.01 15:36:14
Panelist Project4  pOO3367T FIRM A5 Smith, Jahn 27 apr.01 15:43:50
FPanelist Projects  pO033751 FIRM A5 Smith, John 27 apr.01 15:44:05

Figure 157: Projectsin Panel Page with Active Projects

Once there are active surveys linked to the panel, the project manager can view the activity per panelist
by entering the panel from the Panel list, and choosing Show panelists from the Panel menu under the
Project menu.

The project manager can highlight a panelist, and then by clicking on the tabs in the survey overview
window check the panelist’s status.

The following picture shows al the active surveys for the panelist Alexander Thegreat.
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PAMELISTS pO0EE201 —
(Panelists |

Filter [
panclistid | status | _mame | emal | username | password |
1 complete John Smith johni@somesvhere com jokin johin
2 complete James Bond jamesi@aomeyvhere ok james james
K] complete George Carpenter geargenovwhere . com gearye gearye
4 complete Alexander Thegrest alexg@whoknoyy svwhere com alex alex
5 complete William Bush hill@arywhere.com il kaill
Fresy | [zt | Wiene Delete

: SUrveys Surveys started, SUrveys
Dl lE All LG completed not completed not started

_respid | surveyid | surveyname | status | interview start | interview end

4 pO033256 Panelizt Project 1
4 pO033508 Panelizt Project 2
4 pO0E3601 Panelizt Project 3
4 pOO33E7Y Panelizt Project 4
4 pO03375E1 Panelizt Project 5

Frey [t et =EyE |

Figure 158: Survey Overview for a Panelist

Setting Description

Respid The panelist’s panelistid.

Surveyid The survey |D number.

Surveyname Thetitle of the survey.

Status The status of the survey for the current panelist: complete, incomplete, etc.
Interview_start The time when the interview was started.

Interview _end The time when the interview was completed.

Table 48: All Surveys Overview
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9.11 Panelist Login Pages

When surveys have been linked up to the panel, the project manager can send the pandlists the link to
the web page where they can access their surveys, as well as edit their profile.

Thelink to the panelists’ web page will always be as follows:
http://yourorFIRM sconfirmitserver/wi/pX XX XXX X/login.asp
Where pXXXXXX isthe project ID number of the panel.

The panelist will enter the addressin a browser and the following Login page will be displayed. The
panelists have to enter the username and password they provided when they signed up for the panel.

PANELIST LOGIN PAGE
This 1z the panehst login page

Please Log In

Please type your user name and and password to
enter

Uzer Mame |

Pagsword

Fowered by COMFRLET

ok |

Figure 159: Panelist Login Page

When the panelist has provided the correct login information, the following page will be displayed,
offering the panelist the opportunity to edit the profile, change the password, view the history of his/her
surveys, and answer new and complete commenced, but not completed surveys.

WHAT DO YOU WANT TO DO TODAY?

Welcame Alexander Thegreat. Please select an action.

Edit profile Change the account information

Change password Change password

History of surveys shows the surveys you have participated in
Mot completed surveys Lists surveys that you have not completed

Figure 160: Panelist Options
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http://yourorfirmsconfirmitserver/wi/pXXXXXXX/login.asp

When the panelist clicks the Edit profile link, he/she will be brought to the part of the panel survey
where the name and the email address were registered. The panelist can now update the name and
email information. Thisinformation is automatically changed in the panelist database.

Name

Please enter your name

|AlexanderThegreat

Gender
Specify:

& Male
" Female

Email address

Please enter your email address

|a| ex(@whoknowswhere,corm

Pawemred by confimit

>

Figure 161: Edit Profile Page

When the panelist clicks the Change password link, he/she will be brought to the following page:
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CHANGE PASSWORD

Change password

Please enter the following

Old passward |

Mew password |

Hetype passwnrdl

FPowered iy CONFIRIET
Ik, | Cancel |

Figure 162: Change Password Page

Here the panelist can change his/her password. The information is automatically updated in the panelist
database.

The History of surveyslink will give the panelist an overview of the surveysin which he/she has
participated.

SURVEY HISTORY

You have participated in the following surveys

History of surveys
Name D Date and Time
Fanelist Project 2 pO033505 19.05.2001 12:25:44

Back |

Figure 163: Survey History Page

The Not completed surveys link will bring the panelist to an overview of the surveysin which he/she
has not yet participated.
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SURVEYS NOT COMPLETED

You have not participated in the following surveys

Incomplete surveys

Name D
Fanelist Project 1 pO033256 Farticipate nowd
Fanelist Project 2 pO0E3505 Participate nowl
Fanelist Project 3 pO0=3601 Farticipate now!
Fanelist Project 4 pO035677 Farticipate nowd
Fanelist Froject 5 pO0E3751 Participate nowl

Back |

Figure 164: Surveys Not Completed Page

As you can see, the panelist can enter in the surveys from his/her login page. Clicking the Participate
now link will open the survey, alowing the panelist to participate.
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10 Online Coding Tool

NB! For some customers, Online Coding Tool is a chargeable Add-On.
10.1 Why Have a Coding System?

The coding system is atool for coding open-ended questionsin order to give the answers pre codes and
code frames.

This system has been designed to enable coders to classify open-ended or " open-text” questions into
categories, thereby having the ability to report on these questions in the same way as for single and
multi questions. Open ended or “open text” questions (forms) are here defined as Open questions, Multi
questions with “open-text” checked off in Properties, and any question where the “other” functionality
isenabled in the answer list of the question. An example of how one can make use of online coding can
be seen in the following report images. In this example, the respondents were asked in an open-end
question to provide answers describing what types of sports they liked playing. Through use of the
online coding, coders are able to take the open-end answers and code them into specific categories thus
making this information available for reporting purposes.

The report below shows the respondents’ answers from the open-ended questions. The table and chart
on the following page, show how the answers can be used in reporting after having been recoded.

[:%’m'ch SO0rts oo ol e plawing ?

Favarite sports

| lowve to 2wim and relax.

Foothall, space walking, jogging, tennis

Bowwling

| like to play football

Soccer and sking

| lowe to =ki

| like to play s=occer. | alzo like something =itnilar to broom ball.

| like to play handball, and a bit of basketball

I like golf and swimming

| like plaving basketball and galf

Sailing

Figure 165: Respondents answers for the open-ended question before coding
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Which sports oo VYol enfoing gfalsing In vour freatime 7

Sparts
Pos Meg Total

Hockey | 1| 59% (16 (94.1% |17 | 100.0%
Tenniz | 2 [11.8% |15|88.2% |17 | 100.0%
Foothall [ 2 ]11.8% 15 [88.2% [17 [100.0%
Baskethall | 2 |11.8% 15 [85.2% |17 | 100.0%
Cricket | 1| 5.9% |16 |94.1% [17 | 100.0%
Cther |14 [82.4% | 3M176% |17 | 100.0%

Figure 166: A Sample example

The sample table above was produced in reporting, using the recoded open-end answers as displayed in
the table on the previous page. As you can see, the answers not belonging to a specific category were
coded as "other", and the answers, which fit into one of the available categories such Hockey, Tennis,
Football... were given codes accordingly.

Cther
1]
Cricket 1%
o,
Bazkethall Ba '2 t
O Pos
[u}
Foothal 858.2% B heg
) a8 2%
Tenniz
e}
Hockey 1%
0,0% 200% 40,0% B60,0% a0,0% 100,0%

Figure 167: This Chart was produced using open-ended text answers after the online coding was
complete

10.2 Specification Summary

This chapter provides a detailed overview of how the new coding system of open-ended questions
operates. The main features of the system are:
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- For each open-ended question a multi question is required in order to define the available
codes for the question. Specifying the corresponding open-ended question in the properties for the
multi question links these two questions. Thisis explained in section 10.3 - "Changes/ additionsto
ConfirmIT".

- A permission control panel isused to show the status of the questions, and to lock and unlock
questions. The basic ideais to have multiple accesses to one survey and single access to one question
within this survey. This part of the system is described in section 10.5 - "Locking the Questions for
Coding".

- The main window of the coding system is the Coding Window where the coders can define a
working set of answers for a chosen open-ended question, code each answer, and navigate through the
working set of answers. The functionality of the coding system is described in section 10.6 - "Coding
Window".

10.3 Changes/Additions to confirmit

10.3.1.1 10.3.1 General Additions New Menu Item - Coding

A new menu item called "Online Coding" has been added to the main menu in confirmit. When
choosing this menu item the window described in section 10.5 opens.

10.3.1.2 User Settings - 2 new items

Item 1. Coding screen size: Thisis the maximum number of answers, which can be displayed on one
screen, while coding. The size will be set to 10 as default the first time the coding tool is used, but can
be changed at any time, by entering the desired number and pressing update settings to save

Item 2: Working set size: Thisis the maximum number of answers for a given working set. The size
will be set to 1000 as default the first time the coding tool is used, but can be changed at any time, by
entering the desired number and pressing update settings to save.

User Key: PROXSLIAIRKEBMNIUINVEHVICWSE
First name: |Adminstratnr

Last narme: |Aministrat|:|r

E-mail: |admini5tratur@cnnﬂrmitlcn:um
Language: | English

Display: | 1024 x 768

User level: | Advanced

Microsoft Office version: | Mewestvarsion

Ll L e L L

Chart component: | Excel
Coding Screen Size: |1 0
Working set size: |1 oo

Answerlist font: |

Lpdate settings I Change password

Figure 168: User Settings window
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Object Permissions

The project administrator must define who will have the permission to code the open-ended questions.
Thisisdone in the Object Permissions window, found under User settings. It will appear similar to the
following image.

Users in organization

Name - R W Admin!strate Coder of opentext
project questions
kraininglz ) w T H H
krainingl3d () w T | |
brainingl4 () [N S S H H
krainingls (U G G I- I-
krainingls ) w T H H

Figure 169: Object Permissions

10.4 One Multi for Each Open-Ended

For each open-ended question, which isto be coded, a new multi question must be added. Thisis done
in the same way as before, by dragging a new multi question to the routing of the project.

[tem | Insert | Yiew
3 Coding_testar
B Routing

i (Into)

42 (Single)

43 (OpenText)
s 'h and lists
@ Mewy ohjects

Infio

Single

Figure 170: Multi question for online coding

This question works like other multi questions, i.e. answer alternatives and corresponding precodes are
to be defined in the Answers window for the question. Thisis shown in the window below. The
example shows 7 codes, but it is of course possible to define any number of codes.
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ij6 - Holiday activities
Answers [T

Enalish FPrecode

Culture, opera, ballet
Hikirng

Adventure

Water sports
Computerfplaystation

4= -
a| | »

Addl Add predefined |Clear| Delete rovws ISavel

\Weight |Colwidth |BaCalar|Punch Keeppnsmherjl

S D M e L b —

Figure 171: Defining precodes for online coding

Once the answer alternatives and precodes have been defined under the answer menu, select Properties
in order to define which questions are to be linked. As you can see from the following figure, there are
two new fields ("open text coding" and "coding of "). Select the "open text coding” field and the new
field "coding of" will appear. It isin thisfield that the gl D of the open-ended question is to be entered.
In addition, remember to tick off hidden, in order to, hide the multi question from the respondent. This
will now create alink to the chosen open-ended question.

Giestion type  Multi
Created 20. september 2000 11:04:34 GMT+02:00

modified 20. september 2000 15:59:13 GMT+02:00
Question 1D g6

Fiald width I
List Rows I List Columns I

B

FPrecode mask

Randomize I
Recoded var I
Background var [

Hidden v
Mot reguired I
Ordered [
Opentext coding [ Coding of Ic:|5—

Figure 172: Defining the multi question for online coding

Question (form) type glD to betyped in Remarks:
the “ coding of”
field:
Open qlD
Multi with “Open Text” | qID _precode In example: g5_3 will let you recode the answer
checked off in alternative with precode 3 from the Open Text
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Properties Multi question g5.

Multi or Singlewithan | qID _precode other | Example: g6 98 other
“other” — option
specified in the answer

list.

Here 98 is the set precode of the “other” optionin
the answer list. With “other” you always haveto
include _other after typing the gD and the precode.

Table 49: Examples of defining multi questions for online coding

10.5 Locking the Questions for Coding

Before a coder can begin working on a specific open-ended question, the question must be locked from
other coders, in order to avoid two people making changes to the same question; this will cause
problems with the database. Therefore, a separate window where questions can be locked and unlocked
isthe first window that appears when starting the coding system. The window also displays the binding
between the open-ended questions and the corresponding multi questions.

Whenever a coder locks a question in this window a hyperlink will be made to the coding window for
that specific question. Only the coder who locked the question will see this hyperlink.

Multiple accesses of many users to one survey can be given, but only one coder at atime can work on a
question.

The window for permissions and bindings will look different depending on if you are the administrator
or if you are a coder. The administrator shall be able to choose which coder is working on which
question. Also, if acoder has chosen to lock a question that has the status " (none)"”, the name of the
coder will automatically appear in the administrator window. The administrator window will ook like

this:
L Current coder: lucillel
Multi id  JMulti question title

Cpen id

|q1 |q2 |Sp|:|rts noney | [0 f2
|q3 |q4 |Frequenw sports are played  |[coderz 7] |u of 2
|g§ |g§ |H|:|Iidaj.f activities ftucier =] |2 of 2

Save permissions

Figure 173: The administrator window

The coders will see awindow like this:

Current coder: coder?

Qpen id flulti question Locked hy LInlock Status
|q1 |q2 |Sp|:|r15 |n|:|ne | = |IZI of 2
|g§ |gi !Freuuenw sports are played ||:|:u:|er2 | I |IZI of 2
a5 B |Holiday activiies llucillel e 2 0f2

Figure 174: The coder window
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10.6 Coding Window

After aquestion has been locked, follow the hyperlink by clicking on the question, which isto be
coded. A screen similar to the one below will appear.

The coding window is a window where the coders can create a working set by searching for records
using either atext search of respondent's answers and / or a code number search. The coder can choose
which field to sort by, whether he wants to sort ascending or descending, and if he wants to see coded
and / or uncoded questions.

Current coder: lucillel

Question ho Question text # WorkingSet  Current pos. [
o ] ] " 2 Culh ballet
What activities do you enjoy while on holiday? TS, SRS, B
3 Hiking
4 Acventure
[
¥ Show code frames 5 ratersports
M coded £ text search: : Resp-ID - 6 Computerflaystation
T Exhibitions
Resp-ID Answer-text Code code frame
1 Sightzeeing, opera, movies, and relaxing |2 Culture, opera, ballet
2 Bioating, waterskiing, mourtain climbing and glacier trips. 5,45 ggcél:tgs,.&.dverrture g

Figure 175: The coding window

10.6.1  Elements of the Coding Window

10.6.1.1 Heading

The heading of the Coding Window shows the question that the coder is currently working on, and
includes: Question no, Question text, Working set size, and current position in the working set.

10.6.1.2 Searching and Sorting
The next section of the coding window isfor "searching and sorting"-answers.

[ Show code frames

M coded Answer-text search: Code search: Resp-ID -

 uncosed Ascending =

Resp-1D Answer-text Code code frame
1 Sightsesing, opera, mavies, and relaxing Ilﬂ Skiing
2 Boating, watersking, mountain climbing and glacier trips. |3 Hikirig

Figure 176: The searching and sorting section

The coder can choose to include or exclude coded and / or uncoded questionsin his working set of
respondent answers. The default is "uncoded", in order to list al the questions that have not been coded
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yet. To be able to specify the working set, especially when the total number of respondentsis very
high, the coder can also search for atext string and / or code numbers.

Thetext string search can be done with wildcards to find answers that starts with, ends with, or
includes a specific string.

Search criteria How to write the search word
Includes: %T extstring%

Starts with: Text string%

Ends with: %Text string

Exact search: Text string

To perform a code search: Enter the number of the code(s) to be searched. If searching for multiple
codes, separate the codes with commas. Press go to begin search.

Once your working set is established, it may be sorted by Respondent-1D or Answer-text in ascending
or descending order. Answer lists are by default sorted by respondent ID (Resp-1D).

An important thing to notice is that sorting and searching is carried out on al of the answers for the
specific question. When sorting/search is changed the working set is changed and hence pressing any
button will return the start of the new working set.

When all search criteria has been entered, depress the go button to activate the search.

10.6.1.3 Working Set and Coding

The working set consists of all the respondents for the current question, or the result of the search that
the coder has executed in the search fields shown above. As answers are coded, updates to the working
set is made after the navigation or save button has been depressed; the coder will now only see the
remaining uncoded answers.

Current coder: lucillel
Questioh ho Question text #WorkingSet Current pos.  JI=lill]

g5 |whatactiviies do you enjoy while on holiday? ; g;’it:;- opera, ballet

4 Achventure
v
¥ Show code frames KR —

o coded ANSwe sarch: C . Resp-ID - Computer folaystation
Exhibitions

Resp-1D Answer-text Code code frame

1 Sight=eeing, opera, movies, and relaxing |2 Culture, opera, ballet

2 Boating, watersking, mountain climbing and glacier trips. 345 gg(;T‘th,Advemure,Water

Figure 177: Theremaining uncoded answers

The codes that have been added previously might be changed and whenever a code is changed or added
it isreflected in the code frame field with the corresponding code words.
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Each answer has a corresponding edit box. Arrow keys can be used to move between these edit fields.
As explained in the next section, the codes that are added or changed will be saved whenever the
navigation buttons or the save button has been pressed.

Codes should be entered corresponding to the precodes defined for the multi question. Should a code
be entered, which is not included in the precode list of the multi question, a system generated error
message will appear, warning the coder to enter avalid code.

For answer alternatives with multi-punches, remember to separate the codes with a comma, as shown
in the screen above.

10.6.1.4 Navigation

The coder is able to navigate through the set of respondent answersin the current open-ended question,
through use of the arrow buttons. The buttons in the image below show an example where the coder
has chosen to have only 14 answers on the screen where he can then navigate back (<< prev 14),
forward (next 14 >>), or to the beginning or end of the record set.

The number of answersto be displayed in the coding window should be entered in the "coding screen
size" field in the user-defined menu. This feature lets the coder determine how many answers he wants
displayed on the screen.

Clicking on the navigation buttons will save data shown for the current displayed code. The save button
should also be used to save codes when an interruption in the coding shall take place (Such as a break
or upon completion of the coding).

10.6.1.5 Replace Function

The replace-function is similar to aglobal replace. It can be used to recode answers in order to sum up
different codes under an "over code". An example could be that you want to put all answers, which
have been coded for skiing (i.e. code 1) and football (i.e. code 3) as their favorite activities, into
another category called sports (i.e. code 99)

B

Figure 178: Replace function

Since thisis an operation that replaces the codes and is IRREVERSIBLE, the replace function should
be used with caution. The warning message below will appear showing how many codes will be
affected. If the codes are correct, click ok to continue, otherwise press cancel to end the operation.

Microsoft Internet Explorer _

@ Warning! - ¥ou are about to permanently change the code 1,3 to 99

Ik I Cancel |

Figure 179: Warning

An error message will also be generated when the coder tries to use a number that is not on the list of
codes defined in the precode list of the multi question.
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10.6.1.6 Show or Hide Codes

It is possible to show the available codes for the question in the right section of the Coding Window.
When the checkbox " Show code frames" is selected the codes will appear. When deselecting the
checkbox, the codes/code frames will disappear from the screen.

1 Skiing

2 Culture, opeta, ballet
3 Hikirg
4

5

Adventure
‘Water sports

Figure 180: Show and hide codes

10.7 Final Comments
In summary the new Online Coding Tool consists of the following main parts:

- Additions to Confirml T on the menu, in the user settings and in project permissions.

- Control panels for setting permissions to the specific open-text questions, and for choosing
which questions are to be coded.

- The main coding window where all the coding is done.

10.7.1  Step-by-Step Guide for Online Coding:

1. To change the default user settings for Coding Screen Size (default size is 10) and Working size,
(default size is 1000) select User Settings from the main menu and edit the default sizes. Press “Update
User Settings’ to implement the change. (Coder and Administrator)

2. Click on Object Permissions from the overview menu. The Project Administrator can now grant
coding access to online coders. (Administrator only)

3. In the questionnaire tree, drag and drop one multi question, for each open-ended guestion to be
coded. (Administrator only)

4. For each of the multi questions belonging to an open question, fill in the applicable codesin the
answer window. Next, open the properties window, and fill in the belonging open-ended question ID
and also check off as "hidden". (Administrator only)

5. Recompile the project. (Make sure no other changes that can affect the respondent database are made
before doing this).

6. Click the "Online Coding"-item from the main menu. (Coder and Administrator)
7. Lock the questions and choose which coders will work on which questions. (Administrator only)
8. Click on the hyperlink of the question you wish to begin coding. (Coder)

9. The coding window will now appear showing the list of answers for the chosen question. The
answers will appear in Response ID order. (Coder)

10. You may now search for certain strings or codes to ease your work with the working set. Answers
can aso be sorted by any of the table headings. (Coder)

11. After your search is complete and your working set established, coding of the open-ended
guestions can begin. (Coder)
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11 Aggregated Reporting

NB! For some of our customers, parts of the Reporting functionality will be subject to payment
based on usage of selected functions. Flash 5.0 isrequired for Pivot View.

11.1 Introduction

All reporting functionality in confirmit is accessed by clicking Reports in the main menu. Click on the
Online Reporting and you will enter this screen:

Edit | Inzert | Actions

aFernstmmte
Format Count |v Pct v &vg v Decimals|1 = | Multi un[:hIF'ns vI
|:|F|:|rms o 2 & B Ij b
A Newy reporting ohject = I v'I iahti I 'vI Hide
Source | Prod Responses | Complete Weighting | =Mone= chart I

ey Crozstab
B Mew Report

ey Matriz iew
7 hewy Wigight Mocdel La].rﬂutl Stacked vI Xtutalsl Mo v:I Y totals I__IYES -

(B Newy Timeseries
A Reports a | ﬂ
ﬁ Matrizx Views
lisight Models

Report frame

Dauble click report node to view survey data.

Figure 181: Initial reporting screen

This screen consists of three frames:

* Thereporting tree. A tree containing all your reporting objects. That is forms, new reporting
objects, reports and matrix views. The menu on top of the treeis called thereport tree menu.

« Thesettingsframe. A frame with General settings for the reports. These General settings can
be overridden by setting specific properties for the report nodes. To get more space on the
screen for tables and charts, the general option frame can be toggled. Toggling is done from
the reporting tree menu: 'Edit->Toggle options.

e Thereport frame. The frame where al report tables and charts are displayed, or the
properties of the report node when chosen.

Y ou may expand all trees by clicking the Expand button.

11.2 Checking a Single Question

The easiest way of checking the answers of a single question is by entering the “ Form” -folder in the
reporting tree:

1. Openthe“Form”-folder. Single-click on the folder icon. Thiswill show you the routing the
same way as the “Routing” -folder in the questionnaire.

2. Locatethe question. Since the subfolders, condition trees and loops are al initialy closed; it
is crucial to know something about the questionnaire routing to be able to find the question of
interest.

3. Doubleclick the question. When the question is double clicked, the results are shown in the
bottom right frame as shown in Figure 182: Reporting a single question with Excel Chart
Component.



4. Expanding the Other-specify fields. By clicking the icon of aform containing 'Other’ answer
aternatives, the form will be expanded. The sub-tree of the form will contain the open-text
fields. These can be reported and dragged into reports just as any other open-text forms.

5. Expanding Grids. Single-click on theicon of agrid question to expand it. All the grid
elements will be shown as single questions.

Age

"Age-How ol are wauy"

Age

Below 18 yearsald | 24| 159%
- | 1590 O Belowy 15 years old
W15-25
2E5-35( 23| 152%
O26-35

J6-45( 26| 17.2% O36 - 45

W46 - 55
O 56 and above

46 -55 24| 159%

S6 and above | 33| 21.9%

Total 1351 [ 100.0%

Figure 182: Reporting a single question with Excel Chart Component

When checking results directly from the “ Form” -folder, all settings are either default settings or the
settings from the * Settings’ -frame.

11.3 Recoding Variables for Reporting Purposes

If you, e.g. wish to put a summary row on atable of an Age question and subsequently filter on it, you
have to add a new Single question in the questionnaire and make it into a recoded variable in Properties
- Recoded var. For more information see Chapter 12.

For example, if you have the following age precodesin your Age question:

- 18-24 (precode 1)
- 25-34 (precode 2)
- 35-44 (precode 3)
- 45-54 (precode 4)

and would like a summary for 18-34 (precodes 1 or 2) and 35-54 (precodes 3 or 4), go to answersin
your new Single question and insert your new categories, 18-34 and 35-54.

If you then single click on the Age question, an expression builder will appear. This should make it
easier to add the proper code in the expression field.

Thefirst itemin the recoded question would need the expression - age=="1" || age == '2' -written in the
expression field. Actually in expression you may enter both SQL-code and Jscript-like code, since the
Jscript-code will be translated to SQL code. So something like - age = '1' or age = '2'- would also work
(SQL). It ispossible to go to properties and enable " Jscript based" to have it accepting only Jscript
code. (You would, e.g have to do thisif you want to do calculations based on weights.)

After adding arecoded variable, you will always have to recompile the survey. Be careful not to create

anew database, you wouldn't want to delete your existing data. To calculate the valuesin the recoded
variable, you will have to go to Online Reporting - Calculate variables. This is something you will
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have to do again if new respondents finish the survey.

Recoded variables may be used as normal questionsin Online Reporting.

11.4 Building Reports

Within aproject, all the reports are collected in the report folder. The idea of having more than one
report isthat you can prepare reports for different target groups and order exports (ppt/Excel files), as
well as Publish reports separately. The following actions are possible to take at the report level:

« Createanew report. A new report is created by dragging a New Report object from the New
reporting objects folder into the Reports folder.

e Changename. Select Edit — Propertiesin the report tree menu, and change the report name in
the report frame.

e Precode mask for reports. You can select the answers (for asingle or multi question) and the
answers and scales (for agrid question) you want to be shown in the report. This masking can be
executed for specified question formsin areport.

e Filterson report level. You can apply filters to whole reports.

e Adding questionsto thereport. Drag the form from the Forms folder and drop it at the right
location within the report.

¢ Add crosstabulation to thereport. Drag a“ New crosstab” -object from the New reporting
objectsfolder and drop it at the right location within the report. See chapter 11.6 for details on
building crosstabs.

* Addtimeseriestothereport. Drag a New timeseries object into the report, e.g. within a crosstab.
Select the New timeseries, and then go to Edit — Properties from the report tree menu. Afterwards
configure the time series with granularity and start/end points. See 11.9

« Delete. Highlight the object, select Edit — Delete in the report tree menu. Can be applied to both,
individual questions/crosstabs and to whole report folders. Y ou can aso highlight the object and
press the Delete button on keyboard.

e Duplicate. Select Edit — Duplicate in the report tree menu.

e Showing thewholereport. Select Actions — Show Report from the report tree menu. Thiswill
display the whole report in the report frame.
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115 Order report.

Select Actions-Order Report from the report tree menu, and you will be presented with the following
screen:

Froject 1D p16169441

Feport name Test

PPT template | canfirmit 01 =]
Export files |w|5 Excel and M3 Powerpoint j
Database |F'r|:u:|uu:ti|:|n j
Language |Eng|ish j

Recipient email |jnhn@anﬁmhere.cnm

camment |

starttime |5chedu|e for later execution j
. FI E
Schedule for later execution

Figure 183: Report Export

By specifying a PowerPoint template and email addressin the report frame, Excel sheets and/or
PowerPoint slides will be sent to the email recipient. In User Settings you may specify in which MS
Office version you wish the report to be sent.

Field Description

Project ID The system generated project number will be displayed.

Report name The report name will be displayed.

PPT template Here you can choose a PPT template you wish to apply to your report.

Export files Here you can choose whether you wish to export to either MS Excel, MS
PowerPoint or to both.

Database Here you can specify what kind of data you wish to export: Test or
Production data.

Language Here you can choose the language you wish the report to be exported to.
Remember that this choice has to correspond with the language in your User
Settings.

Recipient email Here you can specify the recipients email address.

Comment Here you can enter a comment for your batch job.

Start time Y ou can either schedule the report to arrive immediately, or at alater point.

After having submitted the request you are brought to Task settings, see
Figure 184: Task settings for an ordered report.

Table 50: Report Export
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é) The request has heen added, see helow.

Properties Log

Task instance properties

Task type = MS Office Export (PFT/Excel)

IO 492

Schedule 2000-09-17 17 26:32

Status In queue

Approx Y% completed 0%
Start time

End time

Time usage ao:00:00

Assigned server

Task definition

Figure 184: Task settingsfor an ordered report

\....‘QNFE eporks
‘= June tatal
[m] 4P 12 [Decizsion/affection on purchaze]
(_\ Total zales

L

Figure 185: Project with two reports.

The chartsin PowerPoint reports are saved as pictures. This means that it is not possible to make any
changes to ordered PowerPoint reports. If you wish to make changes to the charts in ordered reports,
we recommend that you order Excel report, make your changes and prepare a PowerPoint presentation
afterwards.

11.6 Building Crosstabs
When anew crosstab is created within a report, the crosstab object includes two subfolders:

. The*“ Crosstab...” -folder where the vertical questions of the crosstab can be included (carsin
Figure 186). Thisis done by dropping questions within the folder.
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Own

Which car oo yol own?

Gender
hzle Female
Wolvo | 3 13.0% | 8 296%
Sash | 2| §7%| 1 37%
Bty | 4| 17.4% | 7| 258%
Audi | 4] 174% ) 5] 155%
Ferrari | S 21.7% (| 2 4%
Fist S| 21.7% | 4 148%
Total |23 (100.0% | 27 [100.0%

Figure 186: Crosstab Table

. The “ With...” -folder where the horizontal questions of the crosstab can be included (gender in
Figure 186). Thisis done by dropping questions within the folder.

= Reports
s...ﬂ Repoart 1
-.:ﬂ Crozstab ..
lota] 4 (v
un] g6 (Gender)
s...ﬂ atriz Views
Clwisight Models

Figure 187: Crosstab: Carsvs.Gender

NB!

If you wish to use an Open Text question in a cross tabulation in reporting, remember that you have to
have specified FieldWidth for this Open Text question in its Properties. Fieldwidth for Open Text
questions is the number of characters the respondent is allowed to enter in the text box.

Y ou do asfollows:

1) Double-click the Open Text question

2) Go to Properties

3) In Fieldwidth field, specify the number of characters you want to allow the respondent to enter.

If your survey is already running, or if the survey is closed, and you find out that you need to use an
Open Text question in a cross tabulation, you will have to do the following:

1) Enter your questionnaire

2) Double-click the Open Text question

3) Go to Properties

4) In Fieldwidth field, specify the number of characters you want to allow the respondent to enter.
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5) NB! Remember that the FieldWidth now hasto correspond with the number of charactersin
thelongest entry of the Open Text question. The entriesthat arelonger than the specified

FieldWidth, will betruncated, and you will lose data.
6) Go to Production

7) Compile production environment > choose one of the Update database options
8) Now the Open Text question can be used in cross tabulations in reporting.

11.7 Reporting on Loops

The easiest way of checking the answersin a Loop is by entering the “ Form” -folder in the reporting

tree:

¢ Openthe”Form”-folder. Single-click on the folder icon. Thiswill show you the routing the
same way as the “Routing” -folder in the questionnaire.

« LocatetheLoop. Sincethe subfolders, condition trees and loops are al initially closed; you
should know something about the questionnaire routing to be able to find the question of

interest.

e Single-click the L oop folder. When the Loop is single-clicked, the questions the L oop
contains will appear. If you single-click on the form node, all iterations for the loop question
will appear. When you double-click on each iteration, the results will be shown for only the

particular iteration.

A Test Project =
-..:ﬂ Farms
(7] sge (Single)
cars_tested - Car brands (Multi
[(F1 413 - Car brands (Grid)
-.Eiﬂ cars (Loop)
E] satizfaction - Satisfaction (Single)
Kl =atisfaction - Satisfaction [Alfa Romeo] (Singl
E] zatizfaction - Satizfaction [&udi] (Single)
E] zatisfaction - Satizfaction [BMWY] (Single)
zatizfaction - Satizfaction [Citroén] (Single)
E] zatizfaction - Satizfaction [Peugect] (Single)
E] zatizfaction - Satizfaction [Mercedesz] (Single)
E] zatizfaction - Satizfaction [Toyota] (Single)
:....] Recoded
-..:ﬂ Mery reporting object
Mesny Crosstab

Satisfaction

How satisfied ware ol with ~'cars)™7?

| Satizfaction

Alfa Romeo
1 o 0.0%
2 o 0.0%
3 o 0.0%
4 o 0.0%
5 ol 0.0%
Total | O 0.0%

@ Mesy Repart

Figure 188: Showing resultsfor single iteration

e Addingloopstoreports. You can add aloop question to the report by drag and drop method.
Y ou single-click the loop folder in Forms, and all the questionsin the loop will appear. Select
the question you wish to report on, and drop it into the Report folder.

e Loopsin crosstabs. You may cross tabulate the questionsin the loop with the loop. Insert a
New crosstab into the Report. Insert the loop questionsinto the Crosstab... folder if you wish
them to appear vertically, and the loop folder into the With... folder if you wish the iterations

to appear horizontally; or you may do it vice versa.
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e ' N -
[ 11 - Testing Cars (3C
A Mewy reporting object
Meswy Crozstab

@ Mewy Report
ey Matriz Wiew
L7 plesr Wisight hodel
(B New Timeseries
& Report 3
-...:ﬂ Crozstab .
[n] o410 rCar Dealer
(=] Loop 'carloop’
(test report
:....3 Regport 1
\...?:] flatrix Views
CAwisight Models

1] |

2l

Car Dealer

At which car dealer oic you fest M carioop) ™7

carloop
Mazda Bhefiy Mercedes Honda Yolva SALB
Reynolds |0l onneg 41| 220 | o] 1m0 (12| 2408 (11| 2200 |11 2200
ALtomohkiles
Ozla
13| 260%| 9| 18.0%|14| 280% | 11| 220%|11| 220%|11| 220%
Carpark
Peter's
a| 16.0% |13 250% |10| 200% |13 280% 11| 2z20%|10| 200%
Uzed Cars
Wg;f;” al 1800| a| 180%| 7| 140%| 4| so0%| 8| 160%| 9| 180%
Other | 10| 200%| 8| 16.0%|10| 200%|10| 200%| 9| 180%| 9| 180%
Total |50 |100.0% |50 [1000% |50 |100.0% |50 [100.0% |50 |100.0% |50 |100.0%

Figure 189: Loop in crosstab

For more detailed information on how to edit reporting elements of loops, see chapter 11.11.2 Report

Elements Settings.

11.8 Weight Model
confirmit allows weight models to be applied to your reports. Three separate types of weight models
may be used.
Weight M odel Type Description
Sample balancing This method is used for weighing aong multiple dimensions when

known.
E.g:

only the marginal reference percentages along each dimension are

It is known that the reference population is 30% male and 70% female
and that 60% of the population own a car while 40% do not.

From these facts the actual weights are calculated according to the
standard sample-balancing algorithm. Max iterations and deviation
limit for this algorithm decide how accurate calculations are required.

Cell matching - percentage

E.g:

It is known that:

20% are male with cars

40% are female with cars

10% are male without cars

30% are female without cars

This method is used for weighing along multiple dimensions when all
the matrix cell percentages are known.

From these facts, the weights can be calculated by dividing the sample
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percentages by the reference percentages.

Cell matching —weight With this method all the weights are entered directly and not
calculated by comparing a reference with the sample. The method
may for example be used if the weights are calculated by another
system.

Table 51: Weight Model

Create a new weight model by dragging the "New weight model” object into the "Weight models’
folder. Double click the new object to edit its properties. The percentages for the cell matching methods
are entered from this property screen.

Drag and drop the associated questions into the new weight model. For "sample balancing” (default),
double click the individual questionsin the weight model folder to set their percentages.

Properties

Weight Model Name: |Fema|eima|e

Tvpe: |Sample halancing j

Max Kerations:: |99

Deviation Limit: |01

Status: |Generated

Last generated: |Th|_| Mow 18 13:04:86 UTC+0100 194949
Last log

Figure 190: Weight model properties

Marginal percentages for "g2'
Male[1]: |49

Female[2]: |51

Figure 191: Percentages

Respondent weights are calculated when the user selects [Action => Calculate weights] after first
having activated the weight model folder. Weight models may be applied to report folders and/or as a
genera report option. Report folder model overrides the generally selected model. It is not possible to
apply weighing on gquestions that were answered only by part of the respondents (filtered questions).

11.9 Time Series
Use time series to create trend reports.

1. Draga'New timeseries object into the report, e.g. within a crosstab.
2. Select the new time series and select 'Edit->Properties from the report menu.
3. Configure the time series with granularity and start/end points (day, week, month, quarter,
year).
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TIME SERIES DEFINITION —

From |1 =]|Jan =] |1998 =]
To |20 =] [Nov =] 1999 =]

GranulariwlDay j

Save |

Figure 192: Time series properties

Time series may be used in cross tabulations or as a stand-alone report item.

Maorths

Jan 2001 Feb 2001 far 2001

Wery satizfiecd Bl 318%| 2| 133% (| & 216%

Satizfied g 421% |12 S00% (27| F3.0%

Meither £ nor 41 211% | 0 00| 2 2.4%

Un=atisfied 1 2.53% G| O 0.0%:

-

Wery unsatisfied | O 00%| 0 no%| o 0.0%

Average 4.0 4.0 4.2

Total 19 | 100.0% | 13 | 100.0% | 37 | 100.05%

Figure 193: Timeseries Crosstab

11.10 Filters
11.10.1 Defining Filters

There are two ways how to define filters. Y ou can either do it in Online reporting, in the reporting tree,
or you can do it by clicking on the link Filters under Reporting.

When defining Filters in the reporting tree, you may do the following:

1

2
3.
4

Select the question to be used as filter within the “ Form” -folder.
Actions — Add Filter from the menu above the reporting tree.
Enter the filter name (e.g. Male).

Select the precodes to let through the filter (e. g. the male precode if only male respondents are to
be counted).
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DEFINE FILTER

p2O74040—

Edit name and/or answer alternatives for the filker,

Filter:

2 (18 -
3 (26 -
4 (3 -
5 (4 -

FormiWariable: 43 (Howy old are you?)
Elerment
1 (Below 15 years old)

25)
35)
45)
55)

G (56 and above)

|28-33

Uze

e e e

Save |

Figure 194: Filter definitionl

When defining Filters under confir mit Reports menu, you may do the following:

1
2.

Select the project, and click Reports link in confir mit menu.

Under Reports click Filterslink, and you will be brought to the following screen. (Depending
on whether you have previously defined any filters, the picture may vary. The following one

has an earlier defined filter):

LIST OF FILTERS IN PRODUCTION DATABASE pi717a137—

select global filters for reporting by marking them as active.
Add new filters by pressing ‘Add"
Delete filters by marking them and press Del'

Edit filters by pressing 'Edit"

Filtername

Germancars [ | [ Edit

Save | Add |

Artive Del

Figure 195: Filter Definition 2
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3. Toadd anew filter, click Add button, and the following picture containing questions that may
be used for filters, will be displayed:

ADD NEW FILTER IN PRODUCTION DATABASE »17178137

Give the filter a name. Then select filter question and press Ok

Filter question

Filternarme: |Ita|ian cars

i1 - Specify:

i3 - Which testdriven?

ind - hich car do vou own'?
0% - Evaluate the cars:

6 - idhofioet

Figure 196: Adding New Filter

4. Givethe new filter aname; select the question that will be used for filtering (see picture
above), and click OK. The following picture will be displayed:

DEFINE FILTER IN PRODUCTION DATABASE p17178137-

Edit natme andfor answer alternatives for the filter.

Filter: |Ita|ian Cars

FormMariable: 04 0Which car doyou own'™)
Element Lise
1 (folvo

2 (5aaln
3 (Bhib)
4 (hudiy

A (Ferrari)
6 (Fiat)

U i i

<

Save

Figure 197: Editting Answer Alternatives
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5. Choose the answer alternatives for the filter, and click Save. Y ou will be brought back to the
list of filters page, where you can activate the filters.

LIST OF FILTERS IN PRODUCTION DATABASE i7172137-

oelect global filters for reporting by marking them as active,
Add new filters by pressing ‘Add’.

Delete filters by marking them and press Dal’

Edit filters by pressing 'Edit’

Filtername  Active el
German cars W | [ Edit
ltaliancars W | [ Edit

Save | Add |

Figure 198: List of Filters

11.10.2 Applying Filters
Filters can be added globally, on report level, or on the report element level.

¢ Global filters: Select Online Reporting — Define filters from the main confir mit menu. Then
check the correct filter in the list. These filterswill be applied to all reports.

« Report level filters: Select the report, and apply the filter.
e Element level filters: SeeFilter optionsin 11.11.2.3

11.11 Settings

11.11.1 General Settings

The settings frame in the reporting screen includes the following general settings for the whole
reporting environment. Every time you make any changes in the General Settings you haveto click the
Refresh button in order to update the settings.
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Format Court [ Pet ¥ vy ¥ Decimals [ = Multipuncth'-:us vI

Source |Test = Rﬂspunseslmmplete vI"-"'-"E=i£I|1til'l£I|“*""1'3"'"3*“‘“ j' ::1?1 r

La].rumlﬁtacked TI xtntalsan TI H’tutalslNu:u TI

Figure 199: General settings frame
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Setting Setting description

General

Source I ndicates whether test or production data should be reported.

Format Indicates whether count, percent, and/or average should be displayed. Average
can only be displayed for weighted single punch or grid questions. See chapter
5.2.1.2 for how to give valuesweights to a question.

Decimals Number of decimalsto use in average and percent format.

Responses By default set to show only complete interviews, but can also show only
incompl ete interviews or both complete and incompl ete.

Multipunch Pos: Shows only numbers of positive answers for amulti punch.
Pos + Neg: Show numbers of positive and negative answers for a
Multi question (answered/not answered)

Ordered: Shows an ordered multi punch split in ranking.

Weighing <None> or one of the defined Weight models

Hide chart Use this check box to show only tablesin the report frame.

Crosstab

Layout Stacked: The questionsin the “ With...” -folder are stacked.

Nested: The questions in the “ With...” -folder are nested.

X totals Set thisto” Yes’ to get the totals for a question to the right of the rest of the
crosstab.

Y totals Set thisto” Yes’ to get the totals for a question under answer alternatives.

Table 52: General settings options

Own

Wfilch car co ol owny

Gender Age
hale Femals 235-34 F3-44 4:5-54
Waolva | 3| 13.0% | 5| 206% (2| 222% |3 333%(1] 143%
Saab | 2 g% 1 FF%(2] 222% |0 0.0% (0 0.0%
BhhaS 4] 1T A% 7 259% (1] 111% 3| 3533% |2 286%
Augdi 41 174% | 5| 185% (1] 111% |0 00% (3| 429%
Ferrari | 5] 21.7%| 2 Fas (2] 222% |1 1M11%|0 0.0%
Fiat S 21T% | 4 148% (1] 1A% 2] 22%|1| 143%
Total |23 [100.0% | 27 (100.0% (9 [100.0% (9 | 100.0% | 7 | 100.0%

Figure 200: Stacked Crosstab
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Own

Whickh car oo 1ol ovwn ?

hale Female
25-34 3544 4554 25-34 3544 45-54
Wolvo | 1| 200% (1| 250% (0 00% |1 250% (2| 400% (1| 25.0%
Sash |1 200% (0 00%(0[ 00%|1| 250% (0 O0O0%(0[ O00%
Bhiv |1 200%[1| 250% (1| 3335% |0 00%[2( 400%(1| 250%
Audi | 1] 200% )0 00% 1| 333% 0| 00%|0( 00%|2| S00%
Ferrari (1| 200%|1| 250% |0 00% (1) 250%|0| 00%|0| O00%
Fist (0| 0O0% |1 250% (1| 333% (1) 250%|1| 200%|0| O00%
Totsl |5 [100.0% (4 (1000% |3 (1000% |4 [100.0% (5 (100.0% |4 [1000%

Figure 201: Nested Crosstab

11.11.2 Report Elements Settings

All of the general settings can be overridden by setting properties for each single element within a
report. The element would be a crosstab or a simple question within the report. Thisis done by
selecting areport element, single-clicking on it, and then choosing Edit — Propertiesin the above the
tree structure menu. From this menu point, you can also set the following properties that are not

available from the general settings:

11.11.21

settings (see 3.2 User Settings).

Excel Chart Component
The following screenshots will be available for you if you choose Excel as the chart component in user
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General options

Format [ Global setting T Count T Percent I Average

Averages ¥ Collapseintables M Include base

Decimals IGInhaI setting vl
MultipunchlGInhal setting vl

Deleted [

Chart options
Chart type: IUSE default vI

Chart subtype: (30D only available in exports)

|Eurder Color |Burder Linestyle |Interiur Color

|Chart |Autnmati|: ||Aut|:|mati|: j |Autnmati|:

Plot Area - IAutnmatic vI

|Legend |Autnmatic ||Autn:umatic j |Autnmatic

Chart content IUSE Default vI

Min Scale |

Max Scale |
[T Series in rows ¥ Series has values ¥ Show Legend
[T Excel charthas table ™ Hide chart (Online repoting)

™ Categories in reverse order [ Walues in reverse arder

Figure 202: Chart optionsfor Excel Chart Component

General Options

Setting Description

Collapsein tables Only for average: Shows the number of respondents together with the
average. Normally used together with Include base to get the wanted effect.

Single

Single (2.0 [n=50]

Include base Only for average: Includes the number of respondentsin addition to the
average. Normally used together with Collapse in tablesto get the wanted
effect. Include base makes the n=50 to be displayed (see the picture above).

Deleted Will hide the node from the report.
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Chart Options Excel Component

Setting Description

Type Defines the chart type to be used. The most normal chart typeslike bars, pies,
lines and areas are supported among some other.

Subtype:

Border Color (chart and legend) The default border color of charts and legendsiis set to be

black. The changes areinvisible in confir mit. Nevertheless, they will be
activated when ordering or publishing the report. Double-click on thefieldsin
order to activate the Color Selection.

Border Linestyle

(chart, plot area, legend) The changes are invisible in confirmit. Nevertheless,
they will be activated when ordering or publishing the report.

Interior Color

(chart and legend) Double-click on the fields in order to activate the Color
Selection.

Chart content

Indicates whether count, percent, and/or average should be displayed. Average
can only be displayed for weighted single punch, grid questions, questions
with numeric answers, and float questions. See chapter 5.2.1.2 for how to
weigh a question.

Min Scale Indicates the minimum value on ascale.
Max Scale Indicates the maximum value on a scale.
Seriesin rows The graphical representations of the categories, e.g. bars or columns are placed

next to each other, each category having its own legend.

Excel chart has table

The changes areinvisible in confirmit. Nevertheless, they will be activated
when ordering or publishing the report.

Categoriesin reverse
order

If you check off for this option, the categoriesin the chart will be shown in
reverse order as compared to the table, e.g. male —female in the table, but
female —malein the chart.

Series have values

Table values of each category are explicitly specified in the chart.

Hide chart (Online
reporting)

Use this check box to hide the charts in the report frame.

Valuesinreverse
order

The valuesin the chart, i.e. count, percent or average, will be shown
downwards and not upwards.

Show legend

Y ou may choose whether you wish the legend to be displayed in the chart.

Table 53: Excel chart component options

192




11.11.2.2 PowerPoint Options

Power Point options can be edited in all project languages simultaneously. When you order areport, it
will arrive in the language you have specified in your User Settings.

If you have edited Report Publisher options prior to editing Power Point options, you can easily copy
Publisher Header texts and Texts into your Power Point presentation by clicking Copy Publisher texts
button.

Power Point options

Ohject type | Chart =l

Slide layout | Only object =l

English

Header

Text
=
=

Morwegian (Bokmal)

Header

Text
=
=

Copy Publisher texts

Figure 203: PowerPoint options
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Power Point options

Settings Description

Header text The header text in a PowerPoint dide. Thistext can also be set to give aname
to acrosstab in the reporting tree.

Text The text in text framesin PowerPoint slides.

Object type Used to choose between table and chart as the PowerPoint object.

Slide layout Object left/Text right:  The object (table or chart) isin the left of the slide

and the text isin the right of the slide.

Text left/Object right: ~ Thetext isin the left of the slide and the object isin
theright of the slide.

Only text: Only text is shown in the PowerPoint slide.

Only object: Only object is shown in the PowerPoint slide.

Table 54: PowerPoint options

11.11.2.3 Filter Options

Filter options
Active filters in test datahase

[T Coca Cola Products

Figure 204: Filter options

Filter options

Setting

Description

Activefilter

It ispossible to set any of the defined filters active for one report element.

Table 55: Filter options
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11.11.2.4 Answer Mask/Scale Mask

¥ Show all answers
Show these answers:

[T advertising on I Special offer in store (e.g. ™ See friends drink 7 Curiosity about new
T discounted 3-pack) ithried it at friends” hrands seen in the store

Scale mask

I showaverage [ Showbest [ Show worst

¥ Show all answers
Show these answers:

T Notimportant & 7 T very
at all impoartant
1 @

Figure 205: Answer Mask/Scale Mask

Answer mask/Scale

mask

Setting Description

Show average Choose this to show the average values of the variables. The answers/scales
have to be assigned valuesto as described in 5.2.1.2.

Show best Used only for crosstabs and loops with single questions. Shows the best
average value. When used it always shows the lowest number specified in the
Weight as worst and the highest as best. Leave all other checkboxes empty
when using Show best.

Show worst Used only for crosstabs and loops with single questions. Shows the worst
average value. When used it always shows the lowest number specified in the
Weight as worst and the highest as best. Leave all other checkboxes empty
when using Show worst.

Show all answers All answers/scales are shown in the table/chart.

Show these answers | Y ou may check off specific answers/scales you want to be shown in the
table/chart.

Table 56: Answer mask/Scale mask options

11.11.2.5 Crosstab Options

Crosstah options

L anrourt ¥ Totals ¥ Totals
|Gluhal settingj |Glnbalaeﬁingj |Glnhal seﬁingj

¥ Table content is average of first node

Figure 206: Crosstab options
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Crosstab options

Setting Description

Layout Stacked: The questionsin the “ With...” -folder are stacked.
Nested: The questions in the “ With...” -folder are nested.

X totals Set thisto” Yes’ to get the totals for a question to the right of the rest of the
crosstab table.

Y totals Set thisto” Yes’ to get the totals for a question under answer alternatives.

Table content is
average of first node

The contents are the average values of the first question in the Crosstab....
folder. The variable must be weighed to get average values.

Table 57: Crosstab options
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11.11.2.6 Loop Options

Loop options

[T Show average T Show best T Show worst

M Show all iterations
Show these iterations:

I™ aifa Romeo T aodi

™ Bmwy [T Citroén
I” Peugeat T Mercedes
I~ Toyota

Figure 207: Loop options

Loop options

Loopid: cars

[ Ilgnore 'cars!

¥ Show all iterations
Show these iterations:

[T alfaRomeo 7 Acdi 7 Bmw T Citroén 7 Peugeat T Mercedes

™ Toyota
Figure 208:Loop Question options
Setting Description
Show average Choose this to show the average values of the variables. The answers/scales have
to be assigned values to (weighed).
Show best The best average value is shown.
Show worst The worst average value is shown.

Show all iterations | Check this box if you wish all iterations to be shown. Otherwise, uncheck this
box, and mark the iterations you wish to report upon instead.

Loopid Denotes the loop you are editing.

Ignore ‘loop id’ This choiceis available only for the questionsin loops. If you check this box, the
iterations will not be shown. Therefore, we would recommend unchecking it
when reporting on the loop questions alone. On the other hand, you may check it
when cross tabulating loops and loop questions, in order to prevent iterations
from appearing both vertically and horizontally.

Table 58: Loop options
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11.12 Iterated Reporting

Theiterated reporting functionality in confirmit makes it possible to create multiple sets of reports.
Iterated reporting enables users to create one report, apply an iteration, and get one report for each
predefined group of respondents and/or responses. The set of reports typically share the same layout
and questions, but have separate sets of filters and masks for some of the questions. Iterations can be
applied to pivot views as well (see chapter 11.15).

11.12.1 Create Iterated Report

A step-by-step overview of the workflow when creating an iterated report is presented in the steps 1 to
7 below.

1. Create the report/pivot view

2. Create an iterate and define the iterations

3. Assign theiterate to the report

4. Assign iterate filter/mask to report nodes/pivot views
5. Order Office reports for iterated report

6. Publishiterated report and iterated pivot view

7. Give users access to one or more iterations of areport

These steps are explained in the following chapters.

11.12.2 Create Report

How to create a report/pivot view will not be explained in detail here asthisis a subject of its own and
explained in the user manual Chapter 11. However, to enable the use of iterated reports or iterated pivot
views afew tips may be useful.

An iterator is afolder object in the reporting menu. Only “scales and lists’ objects may be dropped in
the iterator folder and used to create iterators. All scales and listsin a project are therefore also
available in the reporting tree.

If iterated reporting is to be used in a project, al answer lists/scales that are to be used as iterators have
to be created as predefined scales and lists. Of course, these lists/scales do also have to be used in
question(s) in the questionnaire tree.

11.12.3 Create lterator and Define Iterations

Before areport iterator can be allocated to areport, the iterator has to be created. The following steps
explain how to create an iterator:

1. Dragan‘lterator’ object from the “New reporting objects’ folder into the ‘Iterators' folder of
the reporting tree.

2. Dragthereevant list(s) from the “Scales and lists’ folder into the iterator. It will be possible
to add iterator level filters and masks on questions within the report based on these lists.

3. Enter theiterator properties page either by double clicking the iterator object or by
highlighting it and using the menu “Edit” -> “Properties’. Here it will be possible to add,
remove and modify iterations. As an example the page could look like this:
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Properties:

Mame:

Use all list elerments: [

Deleted:

-

Filter questions:

Depanmentsl

Iterations:

Del

r Id | Title English |Departments

Save

Al Delete

* Fiddsin theiterator window

Figure 209: Iterator

Field Type Description

Name Field Iterator name

Useall list elements Check box | Theiterator useal list elements as iterations

Deleted Check box | Theiterator is soft deleted

Filter questions Field(s) Fields under equals lists/scales entered in the iterator. Enter the
glD of the question which use the list/scale and that are the
basis for the iterations of thislist/scale

Del Check box | Deletetheiteration when “Delete” is pushed

Id Field Id of the iteration

Title English Field The English title, double click the field to enter titles in other
languages

Any other column Field There will be one column per list/scale entered in the iterator.
Enter the list element(s) that are to be included in the iteration.

Save Button Saves any entered or changed settings

Add Button Add an iteration row

Delete Button Delete iterations where the Del check box is checked

Table 59: Fieldsin the Iterator Window

In this example only one list, “Departments’ has been entered in the iterator. In the “Name” field a
name of the iterator can be entered. If “Use all list elements’ is checked the iterator will create an
iteration for each element in the list and it will not be necessary to specify the iterations. If “Useall list
elements” is not checked you will have to add iterations under the “Iterations’ heading.

Because scales and lists objects are used in the iterators, the questions to be used as basis for the
iterations have to be specified. Thisis done in the field(s) under “Filter questions.”. In this example,
under “Filter questions:”, the qID of the question to be used as basis for the “ Departments” list hasto
be entered. Please note that this has to be a question where the “Departments” list has been used.

To add iterations push the “Add” button. A row appears where list elements have to be added to create
an iteration. One row for each desired iteration has to be added.
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Iterator ‘Departments’
Properties:

Mame: |Depar1ment5
Use all listelements: [

Deleted: N

Filter questions:

Departments |q1

Iterations:

Del
r Icd Title English Departments

| [Edit]

[
i Fl| [Edit

save |  sdd | Delete |

Figure 210: Iterator " Departments”

In the picture below an iteration has been created where the departments sales and marketing has been

entered as one iteration and the devel opment and support departments has been entered as another
iteration.

Iterator ‘Development’
Properties:

MHame: |Deve|npment
Use all list elements: [

Deleted: N

Filter questions:

Departments |q1

Iterations:

Del
r Id Title English Departments

Develapment
r I‘I_lDewelument&suppnrt Support

[Edif]
Marketing

r E |Sa|es & Marketing Sales

[Edif]

save |  sdd | Delete |

Figure 211: Iterator " Development 2"
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To add or remove list elements (Marketing, Sales,... in this example) from the iteration click on the
“Edit” link in the appropriate iteration row or double click the cell. A detail window opens where the
list elements are listed, see picture below.

ITERATION DETAILS

Availahle Used
harketing Support
Sales Development

==

==

Save |

Figure 212: Iteration 1

* Fiddsin the Iteration details window

Field Type Description

Available Field List of all available fieldsin theiteration

Used Field All selected fields to be used in theiteration

>> Button Moves highlighted fields from Available to Used
<< Button Moves highlighted fields from Used to Available
Save Button Saves the entered settings

Table 60: Fieldsin the Iteration Details Window

In this picture the departments “ Support” and “Development” have been highlighted in the “ Available’
list and moved to the “Used” list with the arrow button. To save the edited iteration rows push the

“Save’ button.

It is possible to enter more than one list into the iterator. If so, one column per list is added to the
iterator, like the Department column in the example Figure 210.
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11.12.4 Assigning an Iterator to a Report
When the iterator is created, it may be assigned to one or more reports by selecting the iterator on the
report properties page. See picture.

Properties

Report name: |Repurt1

Weight Model: | =l

Title:

English |

terator: | Departments j
Save | Frecodemasks |

Figure 213: Report Properties

When and iterator has been selected in the dropdown box “Iterator:” and thisis saved, a new field
“Current iteration:” appears. See picture below.

Properties

Report name: |Rep|:|rt 1

Weight Model: | =]

Title:

English |

Iterator: | Departments j

Current iteration: | j
Save I Precodemasks I

Figure 214: Report Properties 2
¢ Fieldsin the report property window

Field Type Description

Report name Field Name of the report

Weight Model Drop down box | Selected weight model if any

Title Field(s) Report title, if multilingual project — one for each language
Iterator Drop down box | Selected iterator if any

Current iteration Field Enables preview of oneiteration of the report

Save Button Saves the settings

Precodemasks Button To set precode masks on the report, opens new window

Table 61: Fieldsin the Report Property Window

All the created iterations in thisiterator are available in the dropdown box “Current iteration”. To be
able to preview the report later, when iteration filter or mask has been applied to report nodes, an
iteration has to be selected in thisfield. Then the preview of the report will display the iteration of the
report selected in “Current iteration”.
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11.12.5 Assign Iterator Filter/Mask to Report Nodes
When an iteration(s) is assigned to the report, the following actions can be taken:

1. Usetheiterator asafilter on report nodes.

2. Usetheiterator asamask for corresponding question in the report. (Please note that the
iterators are using scales and lists. If alist in the iterator is used as mask on a question that
does not use the same predefined list in its answer list, the corresponding precodes will be
masked, which normally is not desired.)

To usetheiterator as afilter on report nodes this has to be specified in each report node's properties
page. Highlight the report node; enter the menu “Edit” -> “Properties’ and open the tab “Filter”. The
checkbox “Filter on report iterator” has to be checked to make the iterator work as afilter on this report
node. See picture below.

Filter options

Active filters in test database

Filter an report iteratar r
Fiters in test database

Figure 215: Filter on Report |terator
e Fiedsinthe Filter tab of areport node's properties page

Field Type Description
Filter on report iterator Check box Enable the use of the iterator as afilter
Filtersin test database Check box(es) If any filters have been made, they are available here

Table 62: Fieldsin the Report Node's Properties Page

To usetheiterator as a mask on areport node this has to be specified in the “Masks’ tab in the report
node’ s properties page. An iterator has to be selected in the dropdown box “Iterated report mask”. See
picture below.

Publisher|Fiter Bl save) |

Iterated report mask | Departments ¥ |
[ Showaverage [ Showbest [ Show worst

[T Show all answers
Show these answers:

[T support T Marketing I Developrment I Sales

Figure 216: Iterated Report Mask
e Fieldsinthe Maskstab of areport node's properties page

Field Type Description

Iterated report mask Drop down box | Select list/scale to use for masking the iterated report

Show average Check box Choose this to show the average value of the variables.
The answers/scales have to be assigned valuesto as
described in5.2.1.2

Show best Check box The best average value is shown.
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Show worst Check box The worst average value is shown

Show all answers Check box All answers/scales are shown in the table/chart.

Show these answers Check box(es) Y ou may check off specific answers/scales you want to be
shown in the table/chart.

Table 63: Masks Tab of a Report Node's Properties Page

11.12.6 Assign lterator Filter/Mask to Pivot Views

Enter the pivot view's properties page to connect an iterator to the view. Select the iterator to be used in
the dropdown box “ Iterator”. See picture below.

NAME
English |

lterator |Depar1ments j

Save

Figure 217: Pivot View Properties

e Fieldsin Pivot View Properties window

Field Type Description
Name Field(s) If multilingual project, one name field per language
Iterator Drop down box Possible to connect an interator to the view

Table 64: Fieldsin Pivot View Properties Window

To assign iterations to separate nodes in the pivot view, enter the pivot view node' s properties page.
Select the iterator to be used in the dropdown box “Iterated report mask”. See picture below.

When the pivot view is published, users are connected to iterations (one iteration per user). Each user
will be able to see the data available to him according to the iteration connected to him.

iterated report mask | Depanments j

Save |

Figure 218: Pivot View Form Properties

e Fieldsin Pivot View Form Properties window

Field Type Description

Iterated report mask | Drop down box Assign an iterator to a pivot view node

Table 65: Fieldsin Pivot View Form Properties Window

11.12.7 Ordering MS Office Reports

When ordering M S office reports for an iterated report, the user can select which iterations he wants to
order areport for. Thisis done by highlighting the iterations listed in the “Report iterations’ field in the
“Export properties’ page that appear when selecting the menu “Actions’ -> “Order report”. Thiswill
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be a multi-select, making it possible to order reports for several iterations at the same time. One report
will be created pr iteration. If no iteration is highlighted, all iterations will be generated. See picture

below.

Export properties

Froject D pooe0044

Report name Repaort1

Report iterations

Development & Support
Sales & Marketing

PPT template | systerm_test_ppt_template_1

Le

OLE in PPT r

Export files |m15 Powerpoint j
Database |F'r|:|duc:ti|:|n j
Language |Eng|i5h j

Recipient email |sumenne@snmewhere.cum

Camment |

Start time | Asap

I, |

Figure 219: Export Propertiesfor Iterators

Fields in the Export properties window

Field

Type

Description

Report iterations

Field

Highlight the iterations to publish. If noneis highlighted
all are published.

PPT template Drop down box Select the desired PPT template to be used

Export files Drop down box Select the desired type of report export, PPT or Excel or
both

Database Drop down box Select which database to export from, production or
test.

Language Drop down box Select the desired language to use in export. All
languages use in the project are available.

OLE in PPT Check box Select if OLE isto be used. This makesit possible to

edit the objects in other applications than where is was
originally created.
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Receipient email Field The email address to which the export isto be sent.

Comment Field Possible to enter commentsiif desired.

Start time Drop down box Select if the report should be exported at once or
scheduled for alater start time.

Table 66: Fieldsin the Export Properties Window

11.12.8 Publish Iterated Report

To publish an iterated report, highlight the report and select “Publish Prod” in the “ Actions’ menu. A
window for publishing reportsis opened. See next picture below. The “Run now” checkbox has to be
checked and this has to be saved. The “Protected” checkbox is set as default, which means that the
users have to log on with a password to view the reports. To make the reports available to users, users
have to be entered in the “Endusers’->" Users’ and given access to the reports. Please read more about
thisin chapter 14.

When iterated reports are published, one report is created for each iteration. These reports will have
links on this format:

http: /< server>/publisher/< projectid>/<reportid>/<iterationid>/r.asp

Through the confirmit end user environment, users can be allocated access to specific iterations of this
report. Please read chapter 14 for more information regarding how to allocate reports to specific users
and chapter 15 for more information regarding end users login functionality.

When areport is published from test database it is possible to preview the report by highlighting the
report and clicking the link “[View]” behind the field “ Published report”. See picture below. When the
report is an iterated report, thislink leads to a page with the links to all iterations of the highlighted
iterated report.
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http://<server>/publisher/<projectid>/<reportid>/<iterationid>/r.asp

Filter [
Report type WM
21 Feport 1 Published Report pooe0044 MH iteratar test? YES

Fresy | [t I [y Save Delete |
Report no 21 ﬂ
Default . =
language | English J
Template | confirmit default j
Protected v Run now [

_ One
Active v . N

Send -

Test database [~ amail | Do not send J
Created by administratar Email |

hitpiffi-test0l fcustomenfpublisherr.asp?

Lik instance=21E&l==lang= &iteration==<iter= SEUS - RO

Scheduling Change Last run

Published - J
Presy | [+t I [Ewy Save [Delete fterations |

Figure 220: Publishing Iterated Reports

Please read the Enduser administration chapter of this manual for more information regarding this end
user interface.

11.12.9 Publishing Pivot Views

A pivot view is published the same way as a report, highlight the pivot view and select “Publish Prod”
from the “Actions’ menu. The window for publishing reportsis opened. A pivot view does always
display real time data. If a pivot view has been edited, the published pivot view is updated by pushing
thelink “Update” in the field “Published view”. Thiswindow is available from the main menu
“Endusers’ -> “Reports’. Click on the report in the list in the top frame and push “Details’. Please see
chapter 5 for more information about these pages.

The pivot view has to be connected to users before they (the users) have accessto it.
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11.12.10 Connecting Users to Reports/Pivot Views

When an iterated report or pivot view has been published, it has to be linked to specific users prior to
the user being able to view the report. The end user functionality is built up around end user lists. A
user has to be connected to an end user list and a company, so these have to be created first or exist,
before a user can be created. Only a confirmit administrator can create an end user list.

To create an end user list go to “Endusers’ -> “Lists’ from the main menu. Click on the “New” button.
A new row inthelist is created. Give the new list a name and select a template in the dropdown box.
Click on the “Save” button. See picture below.

Hame Template URL Creator Created

|TestLi51 |cnnﬂrmitdefaultj hitp:fifi-test0t/custormeriogindodin.asp?listid=13520 Administrator, 06.apr.01 10:26:21

|Iist1 |cnnﬂrmitdefaultj hitp:fifi-test0t fcustomenlogindodin.asp?listid=46318 Wennesland, Rune 18.apr.01 18:17:39

|Iteratnr |53rstem_test_1 j hitp:fifi-test0t icustormerfiogindodin. asp?listid=58954  Administrator, 27 apr.01 13:39:06

|Depar1mer|cnnﬂrmitdefaultj hitp:fifi-te st icustormenlogindodin. asp?listid=61304 Administrator, 02 mai.01 10:39:21
fesn Save

Figure 221: End UsersLists

When the list is created go to “Companies’ which is also found under “Endusers’ in the main menu. A
list must be selected before it is possible to enter this page. In the upper left corner the selected list is
displayed. The picture below shows this page before a company is created.

COMPANIES

List: Departments

Filter O

Company ho Company harme

Fresy [ e ey SaNE Drelete

Dretails Uzers Reports

Figure 222: Companies

Click on the “New” button. In the lower frame the “Details’ page is opened. Enter a company namein
the field “Company name” and push “Save”. See picture below.
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Company no
Company name |Cnmpany1
Brey, et ey Sawve [elete [tErEtians
Figure 223: Company Details
When a company is entered go to “Users’ which is also found under “Endusers’ in the main menu. A
list has to be selected before entering “Users’ (which is aready done). As shown in the picture below,
the active list is displayed in the upper left corner of the page. The picture shows the page before any
users have been created in the list.
USERS
List Departments
vsers ...
Filter [

Bres [t TEsy EEVE

— Usorno | Usord | Wame | Emal | Compay

Drelete

Detailz Reports Groups

Figure 224: Users

Click on the “New” button. In the lower frame the “Details” window is opened with blank fields. See
picture below.

209




English  ~]
I

[E=iE= K[ =2

Figure 225: User Details

Enter a new user and save. In the picture below user details have been entered.

someoneg@somewhere.com

English ]
-

ErEnE

Figure 226: Entered User Details
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When the new user has been created he or she is entered as arow in the upper frame. Highlight this row
and click on “Reports’. See picture below.

Filter [
L) N B 8 . 3
ser Some One Someone@samewhere.com Caompany
Brew [Et | ey | SEvE Delete
‘ Reporttype | Projectid | _ Projectname | Test |

Figure 227: Reportsfor a User

To connect this user to areport, push the “New” button at the bottom of this page. A new page pops up
as displayed in the picture on the following page with all available reports listed.

Report two__| Projoctid |_Projoct name_|Tost

21 Repaort 1 Fuhlished Report  pO0O60044  WH iteratortest?  ves
22 [terator test Pivot Wiew poos0044 - WMH iterator test? | yves

et

Cloze |

Figure 228: Report List
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Highlight the report you want to connect to the user and push “Save” and “Close”. The selected report
isentered asarow in the “Reports’ frame. Highlight this row and push the “Iterations’ button at the
bottom of the page. A new page pops up with all available iterations of the selected report listed. See
picture below.

Available Selected

2-Sales & Marketing
1-Development & Suppaort

==

==

Close |

Figure 229: Report Iterations

* Fieldsin the Report iterations window

Field Type Description

Available Field Available iteration that can be selected

Selected Field The selected iteration(s)

>> Button Moves the highlighted iteration(s) over to the Selected field
<< Button Moves the highlighted iteration(s) over to the Available field

Table 67: Fieldsin the Report Iterations Window

Highlight the iteration that you want to give the user access to, push the arrow to move it over to the
“Selected” frame and push the “Close” button. Now this user has access to the selected iteration of the
selected report through the end user login system. New users have to receive their user id, password
and URL link to the end user login page. The URL link isfound in the row for thelist thisuser is
connected to in the “Lists’ page under “Endusers’ in the main menu. This has to be sent to them.

Users may have access to severa reports through the end user login functionality. Please read more
about this functionality in the chapter 15.

11.13  Report Publisher

11.13.1 Publishing a Report

The confirmit Publisher allows you to make your reports available to anyone you want. Y ou select the
data/charts to display, and confirmit updates results according to your settings.

The reports may be published on the WEB (either openly available or password protected), or attached
asan HTML fileto an e-mail. If your company has installed confirmit in-house, the location for
publishing reports (either your intranet or the WEB) has been decided by your company.
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To be able to publish areport, you must create one as described in chapter 11.4 . The settings you
choose for the report are also applied to the Publisher. However, note that the Publisher engine does not
support 3D graphs. Also check that you have Excel as your Chart Component in User Settings, or you
will get adifferent result published than what you see in the report.

To edit charts to be published, open the relevant report form the Reports folder, and single-click on the
slide you want to edit (as shown in the picture below). Choose Properties from the Edit menu, and
make the adjustments you have to. For more information about the options available to you, see User
Manual chapter 11.13. Publisher options can be edited in all project languages simultaneously. When
you publish areport, it will be published in all project languages.

If you have edited Power Point options prior to editing Publisher options, you can easily copy Power
Point Header texts and Texts into your Published Report by clicking Copy Power Point texts button.

If you do not edit the Publisher options, the question titles will be by default piped in as Header texts.

SRS Publisher
Publisher options

Content IOnh_.f chart vI

English

Header

Text
=
[

Morwegian (Bokmal)

Header

Text
=
[

Copy PowerPoint texts

Figure 230: Editing a slide to be published

Settings that are unique for Publisher, are found in the Publisher Options-window (picture above). You
caninsert Header text and / or Text. They will both be placed above the tables/charts being published.
Y our text fonts and colors can be defined by standard HTML commands. Y ou can also choose whether
to show tables, charts or both.

After having prepared the report, you publish it by highlighting the report name (in the example above:
R1), and choose Publish Report from the Actions menu. The following screenshot will appear:
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Arpani Cisl ahame Defaul lang  Cresln Tagets lisees I memplal e 1 Srhudubng S atus Lr::: Fumn Tl mﬂ“
[ (Pecduiction ) [English  ®) johns  Tamoits Usar [confim-t 5 = ™ Gchgdus  Faisd Mever 0 T RS
Sam |

Figure 231: The Publisher screenshot

The settings available to you are:

Setting Description

Report The name of the report being published

Database Can be either Test or Production

Dafault lang | Language (based on your User Settings at the time of publishing). The reports will be
published in all project languages with aunique link for each language under Targets.

Creator Creator’s name

Status Success or failed

Scheduling | Allows you to choose how often the data is to be updated. See 3.4 Task Management.

Targets Settings for how the report is to be published.

Users Users allowed to view the report when publishing on a protected link

Template Report layout (see 3.6 Templates).

One page All reporting on one page

Last run Time of latest update of data

Run Now By activating this, the report will be updated on the next engine run, even if the
frequency setting requirements are not met (the FIRM engine normally runs every 5
minutes).

Delete Allows to delete a published report

Remove The report is being removed from the web.

Table 68: Report publisher options

Y ou must lways define Targets (and Users if you publish on a protected link) before areport is
available for publishing.

About Scheduling: confirmit will update the published report every x respondents (count), or at every
given percentage increase of the respondent base (percent) or at a given time interval.

1. If you click on the Schedule link, you will be brought to the Task Settings window, where you will
be able to define the Recurrence pattern of the published report.
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TASK SETTINGS pA7ATEAZT —

Configuration of a batch job.

Properties | Recurr | Instances

Recurrence pattern

current settings Inital starttime =14.04.2001 14:54:40

Change |

Figure 233: Task Settings for Publisher

2. Click the Change button, set Recurring task to Y es, and you will be able to define the Recurrence
pattern of the batch jab.
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Recurrence pattern

Current settings Inital starttime = 14.04.2001 14:54:40
Change |
Starttime " Dizable task (clear queue)
& aspp

Cloon = f14 =] |4 =] |2001 7]
Recurring task I‘r*es 'I

Recurrence pattern type * Hourly
" Daily
= yeekly
" tanthly
" By data change

Range of recurrence * Mo end date

C Endby: |20 x| [12 =] 2001 =]

Hourly schedule EﬂEWID hours

Save |

Figure 234: Recurrence Pattern for Published Reports

About Target: Following the same add / save procedure as described above, you can choose three
ways of publishing the report.

The e-mail option sends the report as attachments to the mail-addresses you choose (each
chart will be sent as separate gif).

Cryptic link places the report on the address automatically generated. Y ou can send the link to
your users, or make it available from a home page. Anyone with knowledge of the link can
view the report. Every project language will have its own report link.

Protected link places the report on the address automatically generated, but users need a userid
and a password to access. Y ou should have prepared alist of users as atab delimited text
document, with column headings userid and password. Click Users, Upload, Append or
Overwrite, browse for the source file and complete by uploading. Y ou must make login
information available to the users. Every project language will have its own report link.
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Published Report targets for report ‘R1°

Type Value Delete
Cryptic link hittp - fanae firrn nof MR 328 3898 FZIPOGHCIEX IO .kt [
| <5electane= =] r

Email
Cryptic link | Save I Addl Dell
Protected link

Back

Figure 235: Targets

NB! Depending on the browser’s settings of those entering the report, they might have to refresh (F5) each
page of the report when entering a second time to get the updated data.

11.13.2 Changing a Report after Publishing

The report in the Report Folder is the source of the published report. So if you e.g. want to change the
chart type, or edit the Publisher Options, the changes will be applied the next time the Publisher engine
runs (based on Recurrence pattern or Run now activation).

Y ou cannot however change the overall settings after publishing. So if you are publishing areport with
Count Format (from Format in the General-window in figure 59), and later wish to change to Percent,
you will have to publish the report once more after having changed the settings. The same applies for
change in language, or if you want to remove or insert a chart after publishing. In all these cases you
must publish once more. This, however, does not apply to changing from Test data to Production data
in Source in General Settings.

Outdated publishings are removed by clicking Delete and Save.

11.13.3 Publishing Different Data from One Survey to Separate
Target Groups

Y ou might want to make different results from a survey available to different target groups. Y ou have
to prepare the reports separately in Online Reporting. Thereafter you publish them one by one,
selecting the wished publishing mode.

11.14 Matrix Views

11.14.1 Introduction

A matrix view is mainly an end user interface, but can also be used by research analysts. The concept is
to select three sets of questions.
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Question set

Description

Questions

These questions are placed in the |eft part of the matrix. Only these questions can
be reported as single questions within the matrix view.

Cross questions

These questions are placed in the bottom part of the matrix. The questions can be
cross tabulated against the cross questions.

Filters

The filter questions will be available in two filter dropdown lists at the top of the
matrix. This means that results can be filtered on two questions simultaneously. In
one filter you can chose one or more answer alternativesto let through the filter.

Table 69: Matrix view question sets

11.14.2 Configure Matrix Views
The matrix views are configured from the reporting tree. The following operations can be done on the

matrix view:

* Createanew matrix view. Dragging a“New Matrix View” -object from the “New reporting
objects’ -folder into the “Matrix Views’ -folder creates a new matrix view.

e Changename. Select Edit — Propertiesin the report tree menu, and change the matrix view
name and id from the report frame.

e Add question to a question set. When a new matrix view is created, the matrix view element in
the reporting tree includes three subfolders, one for each question set. Questions are added to the
subfolders by dragging them from the “ Form” -fol der.

\....‘ﬂxh*l atrix Wigws
" Survey view

2 Questions ...
luna] 510 [Diztribution]
luts] o1 2 [Awailability]

__\@ q13 [Information overload]

A Crozs questions ...
] g [Department]

__H@ q7 [Position]

4 Filter questions ...
[ua] oF [Department]
] 57 [Position]

Figure 235; Matrix view configuration

11.14.3 Using Matrix Views

When the matrix view isinitially entered, no charts or tables are displayed. The table below shows
what options are available in the matrix view.

NB! The chart or table must be refreshed every time the user changes options.
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Option

Description

Select aquestion

By pressing a question part of the matrix, a question is selected. The
question can be selected on and off by pressing them repeatedly. A
dark color on the button indicates a selected question

Select a cross question

Cross-questions are operated the same way as the indicator questions.
When a cross-question is selected, the selected indicators are crossed
with this demography question.

Make filters available

Select the “ Filters’ -option

Apply afilter

The question to filter on is selected from a dropdown lists in the top of
the matrix. When a question is selected, arow of answer alternatives
appears to the right of the dropdown list. The aternativesto let
through the filter should be selected.

Change display

The display can be switched between chart and table by changing the
“ Display” -option.

Change format

Format can be switched between count, percent and index (average)
by changing the “ Format” -option.

Change matrix size

Changing the “Screen” -option can change the matrix size. There are
predefined matrix sizes defined to fit the following screen resolutions:
800x600, 1024x768 and 1280x1024

Make timeseries available

Select the “ Timeseries” -option. Thiswill add atime series row below
the chart area.

Apply atimeseries

In the time series row, periods can be changed between weeks,
months or years. When e.g. months are chosen, the months where
there have been any respondents are displayed. When the trend button
is selected, aline chart of the different weeksis displayed. When
selecting a single week, this week is added as afilter.

Table 70: Matrix view operations

219




- EE

B Female

Diplay  [Chant =1

Formst Parcent = Faoeile sofldrink w5 Gendes

Sernan |—;| Filters: Gender Female
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Figure 236: Matrix view

Here are some rules and guidelines for what can be done and what cannot be done within a matrix
view.

« Tobeableto display achart, at least one question has to be selected in the right question column.
¢ Index format can only be used with single punch and grid questions.

¢ Index format can only be used with weighted questions, see chapter 5.2.1.2 for how to weight a
question.

¢ Morethan one question in the left question list can only be selected when dealing with indexes.
* A filter cannot be selected without selecting any of the answer alternatives.

Maximum 2 questions can be selected from the demography list. The crosstabs generated are nested by
the demography questions. Nesting of more than two questionsis rarely necessary, and would
jeopardize the performance of the reporting server too much.

11.15 Pivot View

Pivot view is an interactive interface for report-end users where the users have access to a set of
questions from the survey. Questions can be dragged and dropped into rows and columns to create
different views online. The data are real time and views may be created while the survey islive.

The following item types can be used in a pivot view:
o Timeseries.
e Single

e Multi (not ordered or open text).
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e Singledementsfromagrid.
e Open, numeric.
e Open float (recoded).

e Loop (not including items within the loop).

A grid question cannot be dragged directly into the pivot groups. Grid questions consist of one or more
single questions, and you will have to single click the grid question (click the icon) or click expand to
drag these single questions into the pivot group.

The pivot view is connected to atemplate when it is published. The pivot view template is created and
edited in separate fields in the WI template editor.

Iterators can be connected to pivot views. This makesit possible to publish a pivot view and give users
access to different iterations of the pivot view. An iteration is amasked pivot view (it can also be used
as afilter, by dragging a question with an iteration into the filter container in the pivot view
application). The end user can only see the data and information which he or she has been given access
to through the iteration. Please read the Iterated reporting chapter 11.12. for more information about
iterators and iterated reporting.

11.15.1 Create Pivot View in Report Tree

This chapter will describe how to create pivot view with the help of an example project. The project is
asurvey about cars.

The“basis’ of the pivot view is created in the report tree. Only questions that are inserted in the pivot
view folder will be available to use in the pivot view screen to create different views. In this manual the
expression “create pivot view” will be used both in the meaning to created the pivot view in the report
tree and in the meaning to create different views in the dynamic pivot view screen used by the end
users.

The pivot view is built in asimilar way as areport is built, in Online reporting under Reportsin the
main menu. Thereisafolder called Pivot Views where new pivot views are entered. Under New
reporting object you find Pivot View and Pivot View Group. See figure.

:..\..3 Forms
a...ﬂ Reports
A pivat views
\.:ﬂ hatrix Wiews
Awieight Models
-..:.”'ﬂ terators
-.....”'.i Mensy reporting object
Crosstab
@ Report
Elpivet view
Elpivet view Group
@ fterstar
I wigight Model
B Timeseries
-..:.”'.i Scales and lists

Figure 237: Pivot View in Online Reporting
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To create anew pivot view, drag a Pivot View from New reporting object and drop it in the Pivot Views
folder. Enter the new pivot view’s properties page either by double clicking the new pivot view, or by
highlighting it and entering the menu Edit > Properties. Give the new pivot view a name in the
“English” field (there is one name field for each language in the project if the project is multi lingual).
In the example that is used in this manual we call the pivot view “Cars’. See figure below.

Hame:

English |Cars

Save |

Figure 238: Pivot View Properties

A Pivot View Group is afolder that holds reporting objects. It does not have any other functionality
that to hold and systemize the reporting objects. It is not possible to add reporting objects directly into
the pivot view folder, so at least one pivot view group is needed.

In the example below, two Pivot View Group from New reporting object are dragged and dropped into
the pivot view “Cars’. The names “Demographics’ and “Car questions” are entered in each pivot view
group’s properties page in the “English” fields.

The single questions “Gender” and “Age” are dragged and dropped into the group “Demographics’.
The multi question “Cars’, the loop “carloop” and the open text numeric question “How many cars’
are dragged and dropped into the group “ Car questions’. See figure below.

A Pivat Views
-..:ﬂ cars

-..:.”'ﬂ Demographics
gl (Gender)
o [Age)

a...ﬂ Car guestions
E] g2 (Cars)
E carloop
E] o7 (Howy many cars)

Figure 239: Building a Pivot View

11.15.2 To Connect Iterator to Pivot View

It is possible to connect an iterator to a pivot view. This chapter describes how to this. The rest of this
document and the example do not discuss iterated pivot view. Thisis described in the “Iterated
reporting” chapter. However, to publish an iterated report does not involve any more steps than these
described in this chapter, and to connect iterations of the pivot view to users.

Enter the pivot view's properties page to connect an iterator to the view. Select the iterator to be used in
the dropdown box Iterator. See picture below (the figuresin this chapter are not from the Car survey).
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Pot View Properties
NAME

English |

lterator |Depar1ments j

Save

Figure 240: Pivot View Properties

To assign iterations to separate nodes in the pivot view, enter the pivot view node’ s properties page.
Select the iterator to be used in the dropdown box Iterated report mask. See picture below. When the
pivot view is published, users are connected to iterations. Each user will be able to see the data
available to him according to the iteration connected to him.

Pwot View Form Properties

iterated report mask | Depanments j
Save |

Figure 241: Pivot View Form Properties

11.15.3 Publish Pivot View

To publish a pivot view, highlight the pivot view, enter the Actions menu and select the menu choice
Publish prod (or Publish test if desired). The Reports window is opened (this window is actually
located under Endusers - Reportsin the main menu). See picture below (please note that in these

pictures the pivot view has been published in test mode, that iswhy it says“yes’ in the test field and
the Test database is checked).
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Filter [
Reporttype | Projectid m
Cars Pinot Wiewn pooE1T ¥4z hH pivot wiesw test =1
Hrey et [W]Ersn Save Delete
Detailz Uzers Groups Companies

Figure 242: Publishing Pivot View

In this page the report or pivot view that just has been published is highlighted. The page is separated
in two parts. The upper part holds the list of published reports/pivot views (different report types). In
the picture only one report (our pivot view) has been published. In the lower part of the pageit is
possible to enter the selected report’ S/pivot view's details, users, user groups or companies. For more
information about this end user functionality, please read chapter 14.

Click on the Details tab. See picture below.

Report no 28

Default language | English j
Template | confirmit default j
Protected =
Active v

Test database [#

Created by FU e
Published view [Update]
Phvot View B

Figure 243: Pivot View Details
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To enter the published pivot view in preview mode, click the View link at the Pivot View field. The
page in the picture below is opened.

Default Language | Enalish j
Pivot View cars

Figure 244: Entering Pivot View in Preview Mode
Click the link (Cars) and the pivot view screen is opened.
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11.15.4 Pivot View Interface

Thisinterface is entered either from the confirmit interface (as a confirmit user) or from the Endusers
interface.

The pivot view interface is divided into two frames, |eft and right. The |eft frame is the user interface,
and consists of different elements (see figure Overview below). Based on the itemsin the groups and
questions/items (will be referred to as items from now on), the user can build different views by
dragging and dropping the different items into the containers. Choosing chart or table in the menu, will
show the result based on the items in the containers, the result will be displayed in the right frame of
the window.

The content of the right frame will change according to the actions taken in the | eft frame.

Theright frame will be explained in accordance to the | eft frame menu elements affecting it.

Containers
l

v

Group -->

Group —-=

Questions/items -1 loop

Howey many cars

Menu -

Figure 245: Overview
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11.15.5 Hot keys

Y ou can use hotkeys instead of clicking the menu items Chart, Table, Options and Help. The hotkeys
are:

¢ —for chart
t—for Table

o —for options
h—for help

Note: To make use of the hotkeys, the left frame has to be the active one. Y ou have to click somewhere
in the left frame to make it active, if hotkeys are not working.

11.15.6 Application interface (left frame)

The menu can contain one or more pivot groups, which in their turn contain one or more items. See
Figure 246 below.

Figure 246: Overview Expanded

The next figure shows the appearance after items has been dragged from the top half of the menu and
into the different containers:
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Figure 247: Overview - Containers

The application consists of the following items:

e Groups: One or more groups that containsitems.
e Chart: Displaysachart in the right frame, based on the items in the container.
« Table Displaysatablein theright frame, based on the items in the container.

« Options: Displays an options menu in the right frame, where the user can choose from
different types of settings. Thisis explained in the subchapter below called “Options’.

* Help: Displays a help page in the right frame.

e Containers: Four containers that can contain items from the groups.

There are some symbols that trigger actions when clicked. The following symbols are explained below:

. H. Opens a group, and reveals the underlying items.

. E-cioses agroup, and hides the underlying items.
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. BJ - Deletes an item from one of the containers.
. M- Opens the alternatives for an item in a container
. . - Inverts the chosen alternatives for an item in a container.

« B Thisarow brings you one alternative forward. (If there are more than 9 alternatives/
iterations to mask or filter in an item (in columns, rows or filter containers), arrows will

appear.)
« M Thisarow bri ngs you to the end of the alternative list for the item.

. . - This arrow brings you one alternative backwards.

. . - Thisarrow brings you to the start of the alternative list for the item.

11.15.6.1 Groups

There can be several groups in the interface. Each group may contain many items. Open the groups by
clicking the 78] symbol at the left of the group name; this will reveal the underlying items. To hide the
items for a group, click the =] symbol.

11.15.6.2 Chart

Clicking chart will produce a chart in the right frame based on the items in the different containers. The
chart formats are similar to the ones in confirmit published reports.

11.15.6.3 Table
Clicking table will produce atable in the right frame based on the items in the different containers.

11.15.6.4 Options

When the options menu item is clicked, an options page will appear in the right frame (see figure248
below). The changes you make here will be stored, and used until you change them again — regardless
of having logged out and back into the Pivot view interface.

Note:
The options Chart type and Stacking only apply to charts.

The option Decimals applies to both charts and tables.
The option Content only applies to tables

Chart type IEIar vI

Stacking |N|:|ne il

Decimals |1

Content | Normal |

Sanve

Figure 248: Options
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The different options are;

e Chart type: You can choose between different chart types. The different item types have
different default values.
(This option only applies to charts.)

Chart type |Bar -
Sstacking
Decimals

Content

Figure 249: Chart Type Options

e Stacking: You can choose to stack the data in different ways in the charts. Stacked will show
the values in numbers, while 100% stacked will show the valuesin percentage. None is the
default option.

(This option only applies to charts.)

Chart type IEiar *I

Stacking |N|:|ne il

. Mone
Decimals Stacked

Content 100% Stacked_

Sanve

Figure 250: Stacking Options

¢ Decimals. Choose the number of decimalsto use.
(This option appliesto both charts and tables.)

Chart type IEiar vI

Stacking |N|:|ne -l

Decimals |1

Content | Normal -

Sawe

Figure 251: Options

e Content: Setsthe percentage based on the datain rows or in columns.
(This option only applies to tables.)
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Chart type IEiar *I

Stacking |N|:|ne il

Decimals |1

Content | Normal -

%4 of row
% of column

Figure 252: Content Options

11.15.6.5 Containers
There are four containers: Data, Column, Row and Filter. Y ou can drop one question in more than one
container, but the effect will vary based on which container the element is dropped.

The containers has the following functionality:

11.15.6.5.1Data

The element or elements will act as the basis for the calculations made in the pivot view right frame.
Because of this, it must contain at |east one element. If you e.g. choose an item that has been answered
only by 100 respondentsin a survey that has 500 complete responses, then the result in the right frame
will only be based on the 100. If you want to have al of the respondents as basis, you will have to use
an item that has been answered by all 500 respondents.

11.15.6.5.2Column

The elements placed here will be displayed as columnsin the right frame. Y ou can choose to mask
some of the elements by clicking them. See figure below (in the figure, all elements are chosen).
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Figure 253: Content Options

11.15.6.5.3Row

The elements placed here will be displayed as rows in the right frame. Masking can be applied the
same way as for columns (see chapter 11.5.5.2 above).

11.15.6.5.4Filter

The elements here are used asfilters for the result in the right frame. The following figure shows how
you filter e.g. two elementsin alist of many elements:
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Figure 254: Filter

The figure shows that only BMW and Rover should be used as basis data for the view in the right
frame. Clicking on the drop-down symbol on the top right hand side of the Filter container will display
thelist of filter alternatives for that particular item. If there are more than 9 aternatives to choose from,
you can click the bottom arrows to view the next alternatives. Clicking the circle will invert the
choices; in this case it will choose all but the two that are now chosen. If you want to choose only one
more element, simply click the preferred element and it will be marked with an X.

11.15.7 Containers and items

The different items have different alternatives connected to them. Thiswill vary for the different types
of items, and can also vary based on which container the item is placed in. The application excludes
some item types from certain containers. Mixing of many items in the different containers can also
logically give results that are meaningless. Some basic rules for use of different items are therefore
implemented. The following subchapters explain how to use the different elementsin the different
containers.
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11.15.7.1 Use of items in the Data container
The following items can be used in the data container:

o Timeseries.

e Single.

e Multi.

e Singleedementsfromagrid.
e Open, numeric.

¢ Open float (recoded).

* Loop.

Note: Loops can be used in the data container, but may show a higher count because the data is fetched
based on the iterations on the loop.

If you have responses on questions with numeric values (open text numeric, float (recoded variable),
weighted single or weighted multi) as basis for the data, then a variety of options can be made on how

to display the data (see figure 255 below).

Howy many cars

Figure 255: Data Options

Choosing the different types will generate different resultsin the right frame.

Description of the different types:

Type Description

COUNT Returns the total number of responses.

AVG Computes the average of all the values and cells referenced in the argument list. Thisis
equivalent to the sum of the arguments divided by the count of the arguments.

MAX Returns the highest value of the responses.

MIN Returns the lowest value of the responses.

SUM Computes the sum of al the responses.

STDEV Retur|n§ standard deviation of a set of numbers treating these numbers as members of a
population.
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STDEVP Returns standard deviation of a set of numbers treating these numbers as members of a
complete population.

VAR Estimates the variance of a sample of a population.

VARP Cadlculates the variance of a set of numbers where each number is a member of a
population and the set is the entire population.

Table 71: Description of Data Types

An example:

In the data container, there is an open text numeric question where the respondents have been asked
how many cars they own. In the column container, is a single question —“Age”, where the respondents
have chosen which age group they belong to.

In this case, choosing average will give the average of the number of owned cars within each age
group. Choosing max will show the highest value of owned cars within each age group.

11.15.7.2 Use of items in the Column, Row and Filter containers
The following items can be used in the column and row containers:

e Time series.

e Single

e Multi.

e Single elements from agrid.

e Loop.

Note:
Time series will produce different alternatives than the other item types when placed in a container.

Clicking the V] symbol will give you the days, weeks, months, quarters or years — based on what
granularity you have chosen for the time series.

11.15.8 Masks

There can be applied masks for questionsin the Column or Row containers. Clicking the arrow at the
top right hand of the container reveal the alternatives to mask. All alternatives are chosen by default.
Deselect the elements that you don’t want to show in the right frame of the window.

11.15.8.1 Difference Between Masks and Filters

When you use masking, the underlying data used for the view will be the same regardless of what
masks are chosen. When filters are used, it only brings in the data connected to the filter.

An example:

¢ The column container has a single question — Age in it. Masks exclude two different age
groups. If you display the result in the right frame and add the number of respondents, the
result will not correspond with the totals of the data being reported on.

If you put filters on al but the two age groups that were masked, you will see the same datain
the rows and columns except here, the different elements will add up to the total. The two age
groups that were excluded from the filter will not be part of the reporting data.
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12 Recoding Data

Formsin the questionnaire can be turned into recoded variables by selecting [ Properties => Recoded
var] for the question. This causes an expression column to appear in the answer list of the question.
These expressions should be programmed as a Bool ean expression evaluating to true or false.

In addition to the formsin the questionnaire you can use the system generated variablesinterview_start,
interview_end and status in recoded variables.

There are two kinds of recoded variablesin confirmit, SQL based and JScript based variables.
Calculation depends on what kind of variable is used. SQL based is the default variable type. Select
[Properties => JScript based] to change the variable type.

The expressions are entered in the answer list of the recoded variable. To create a variable based on
another specific question, it may be helpful to use the expression builder. Thisis activated by clicking
the question you will base your variable upon when you are in the answer list of the variable.

12.1 Expression Syntax and Evaluation
Common for SQL and JScript based variable expressionsis the way values of other questions are
specified:
* Single punch and open-ended questions: ‘Question id’
e Multi punch and grid questions: ‘Question id’ +*_' + ‘Answer precode’

The values returned by such areference is always a character. Thisisimportant to remember for rank
order comparison. For strings, thevalue ‘11’ islessthat ‘2'.

12.1.1  SQL

For SQL based variables, any legal SQL Server primitives can be used within the expressions. Hence it
is recommended to know some SQL to create advanced expressions. Example 1:

You have an opentext question ‘age’. You want to report on ‘ Young' and ‘Old’. Add asingle question
and select Recoded var, then save. In the answer page enter this information:

English Expression Precode
Young convert(int ,age)<40 Y
Old convert(int ,age)>=40 6]

convert() isa SQL method for type convertion.

Example 2:

You have a multi(‘car’) with precodes ‘chevy’,’buick’, opel’,’volvo' and ‘saab’. After the survey is
complete you want to make an aggregrated report on Amerian vs. European cars. Add a multi
question and select Recoded var, then save. In the answer page enter this information:

English Expression Precode
American car car_chevy<>'0" ORcar.buick <> ‘0’ A
European car car_opel<>'0" ORcar_vovio<>'0" ORcar_saab<>'0’ E
Example 3:

You want to make an online report on the respondents’ status, similar to the W1 interview progress.

Add a single question and select Recoded var, then save. In the answer page enter this information:

English Expression Precode

Screened status="screened’ S




Complete status="complete’ c
Incomplete statusis null i

Error status="error’ e
Quota full status="quotafull' q

Observe that if a respondent |eaves the questionnaire, statusis not set (statusis null).

In adition to normal SQL syntax the following conversions are done by the CONFIRMIT recoding
engine:

From To

&& AND

I OR

1= <

gn.in(‘a, ‘b’) gniIN(a, b))
parselnt(ql) CASE

WHEN ISNUMERIC(REPLACE(CONVERT( varchar, 1), '))=1 THEN
CONVERT( int, REPLACE(REPLACE(CONVERT( varchar, gl
),CHAR(10),"),CHAR(13),")

ELSE NULL

END

12.1.2  JScript

JScript based variables are recoded by looping through al the variablesin a JScript environment.
Hence all primitives of the JScript language are available from the expression.

When referencing other questions from the expressions, the calculation engine will create a JScript
object based on the value in the database for the current respondent. This object has the following
methods available:

Method Return value

.getValueg() The ADO value of the ADO field method valug().

.toString() Thisisastring except for interview_start and

valueOf() interview_end that return date.

.int() Parselnt (getValue ()

.str() New String ((getVaue ())

.date() New Date (getVaue ()

float() ParseFloat (getVaue ()

.int() Parselnt (getValue ()

.in(paraml, paramz2,...) Trueif getValue() equals at least one of the
parameters.

Weight() The weight associated to the value of the field.
Thisisthe weight used to report averages.

In the evaluation context, the following functions are also available;
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Function Description

average(pl, p2, ...,pN) The averages of the parameters:
(pl+p2+ ... + pN)/N

All the parameters are converted by parseFloat()
before added. Parameters equaling an empty
string are not included in the average calculations
at all. The parameter is also ignored in the
parameter count N.
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Figure 256: Variable definition with condition builder
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13 Individual Reporting

NB! For some of our customers, the Individual Reporting functionality will be subject to payment based
on usage.

Individual reporting is used for searching and reporting individual answers, as opposed to the aggregated results
in the tables and charts of online reporting.

Remember that in most countries, reporting on individual level requires some sort of active approval from the
individual respondent. We recommend that you follow the rules applying to the markets you operate in.

Say you are doing a survey in your company to find out which M S Office applications your employees use, and
what their user level is. Anindividual report for that survey could look something like Figure 257: Example of an
individual report.

R e vame and department
uze @4 [ | [ancE

High user level Word ...

I*JD

Department

Result (2) Mame Alan Jones
#[Name —|Department Department  Marketing
1 Alan Jones Marketing Use MS W ord ®
2 dohn Smith Sales MS Excel B
MS PowerPaint =
User level MS Ward 4
MS Excel = .
Beginner
MS PowerPoint 3 Expert

Figure 257: Example of an individual report
Here you can search to find a set of respondents, and go into each one of them to see their answers.
Anindividual report consists of three different parts:
»  Search Definitions
e Hitlist
* SingleView
In “Search Definition” you specify what questions the users should be able to use for searching.

R =l el Hame and department

Uze ﬁ D| IOR 'I

High user level Word ...

|*#smith

Department |5 |a: =
Accounting _'I

Figure 258: Search Definitions
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Theresults are displayed as alist of respondentsin the “Hitlist”, and you select the questions that should be
displayed in the Hitlist as columns.

Result (2]

#|Name  [Department
1 Alan Jones Marketing

2 John Smith Sales

Figure 259: Hitlist

When selecting one of the respondents in the Hitlist by clicking alink, a Single View is opened, showing this
particular respondent’ s answers to the questions you set up.

Manme Alan Jones
Department Marketing
Use MS Word ®
MS Excel ®
MS PowerPoint =
User lewel MS W ord 4
M3 Excel ;eginner
ME PowerPoint 5 Expert

Figure 260: Single View

The layout of an individual report is very flexible. There are wizards that will help you set up the report, and you
can edit the generated HTML code.

Individual reporting can only be used on variablesin the questionnaire routing. Asin aggregated reporting,
variables from the respondent list need to be included as background questions in the questionnaire before
interviewing startsto be available for use in individual reporting.

Individual reports can be made accessible for people that are not confirmit usersin the End User Interface.

13.1 Building an individual report

Individual reporting is accessible from Reporting -> Individual reporting after choosing a project. The routing of
the questionnaire will appear and you will also have folders for the elements of the individual reporting. To open
the routing, single-click the routing folder. To open all folders, click the Expand button.

Anindividua report consists of one or more search definitions, one hitlist and one single view. A wizard will
help you build your Individual Report, but first you have to define the search definition(s), hitlist and single
view.

240



[term | Insert | Actions
{ZAMS Office

:.:..] Roting

A e reporting ohjects
Hitlist
E] Search Definition
El Single Yiesny
Individual Repart

{3 Hitlists

-..:Ji Search Definitions

-..:.‘ﬂ Single Wiewws

-.....‘ﬂ Indivicual Reparts

Figure 261: Individual Reporting Tree

13.2 Search definitions

A Search Definition will be the criteria(s) the user may choose to filter his hitlist on. Only those respondents that
satisfy the selection(s) made in the search definition will be shown in the hitlist.

Y ou make a new search definition by dragging a " Search Definition™ item from "New reporting objects’ and
dropping it on the " Search Definitions' folder, or by selecting "I nsert->Search Definition" from the drop-down
menu at the top of the page.

Y ou define which fields to include in a search criteria by dragging questions from the routing onto the "New
Search Definition" folder. The order of the questionsin the folder will define the order of the questions when
shown to the user in the Individual Report.

Multi questions and grids have to be expanded by single clicking or using the expand button. Then you will get
one node for each item in the answer list. Y ou can treat these nodes as if they were ordinary single questions: For
multis each item in the answer list is like a single question with a'Y es or No answer (or TRUE/FALSE). For
grids each itemis like a single question with the scale as answer list.
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Itern | Insert | Actions
AMS Office
\...ﬂ Routing
E] name - Mame [(OpenText)
E] uze - Uze [huli
[FIMs wiord (Single)
MS Excel (Single)
WS PowerPoirt (Singls)
E] uzerlevel - User level [Grid)
(FIm= wiord (Single)
[(FIMs Excel (Single)
(FIMs PowerPairt (Singls)
-..:ﬂ Mewy reparting objects
Hitlist
E] Search Definition
=] Single Wiewy
Indlividual Repart
{3 Hitlists
\...ﬂ Search Definitions
\.:ﬂ Mew Search Definition
Iﬂagzmmepanmem - Department (Single)
-....ﬂ Indivicual Reports

Figure 262: Dragging questionsinto a New Search Definition. Observe that the routing is expanded and that
themulti "use" and grid " userlevel" is expanded into single question items.

The new Search Definition will have a properties window where the administrator can assign certain properties.
Y ou open it by double-clicking the Search Definition.
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13.2.1 General

ltermn | Insert | Actions
JMS Office General Criteria|Languages
‘A Routing

name - kame (OpenText) General options

Search Definition - Hew Search Definition

department - Department CSingle)

Search definition name |New Search Definition
E] uze - Uze [hultil

(FIm= viord (Single) Search operator I AND 'I
(FIMs Excel (Single) Predefined .

[FIMs PowerPairt (Singls)
E] uzerlevel - Lzer level [Grid)
[(FIms wwiord (Single)
[FIMs Excel (Single)
MS PowverPoirt (Singls)
A M reporting objects
Hitlist
E] Search Definition
El Single Wiessy
Individual Repart
(A Hitlists
-ﬂ Search Definitions
3 Hew Search Definition
name [Mame)
department (Department])
-.J Single Yiews
-.J Individual Reparts

Deleted I_

Figure 263: Search Definition Properties - General

Propertiesto set on a search definition are:

Property Description
Search definition name A user defined value to identify the search definition.
Search operator Y ou can decide which search operator to use between itemsin search

definitions based on more than one question. Possible operators are “AND”
or “OR". Defaultis“AND”.

Predefined If “Predefined” is checked there has to be one ore more default values for
every field in the search definition. The user of the report will not be able to
change the search criteria on the predefined search definition in areport.

Table 72: Search Definition Properties

13.2.2 Titles

Thetitle of the search definition can be set in al the project languages under the Titles tab. There will be one text
box for each active language.
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13.2.3

Criteria

Search Definition - Name and department
General ] Lanouages I

width  [40

Deleted [~

department (Department)

[T sales =

Locked valueis) | [ marketing
[T Accounting [

Multiple choice |

Deleted -

Figure 264: Search Definition Properties— Criteria for open text and single question

Open text question

Description

Width

The size of the textbox (in number of characters) where the user specify the
open text search.

Single question

Description

Locked value(s)

If you select one or more values here the criteriawill be locked to these
values, so that when using this search definition the search will always be
done on these values. If all fields are locked you can set the search criteriato
be predefined, which means that the link to the search definition will directly
bring up alist of respondentsin the hitlist, without the user having to specify
the search.

Multiple choice

This property will give the user the opportunity to select multiple valuesto
search on. The search will search for all values selected.

Table 73: Criteria Properties
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|tErr| | Insert | Actions Search Definition - Use
‘ms Office Geners WOEE] Languages| Save
| Routing
name - Mame (OpenText)

E] department - Department (Single) Locked value I vI
E] uze - Uze [hultil

(FIms wiord (Single) Deleted r
(FIM3 Excel (Single)

(F1m3 PowerPoirt (Single) (use (MSExceh |

E] uzetlevel - User level (Grid) Locked value
(F1M= wiord (Single) S

MS Excel (Single) Deleted

~ [EIms powerpaint (Single)
‘24 New reporting objects use (MS PowerPoint)

E e
Eitist Locked value I *I

E] Search Definition
=] Single “iew Deleted r
Inclividual Report
‘A Hitlists
ﬂ Seatch Defintions
-ﬂ Matme and departmert
name [Marme)
department (Department))
-ﬂ U=ze
[(Fluze (M3 wiord)
E] uze (M= Excel)
-ﬂ Single Yiews
-ﬂ Individual Reportz

Figure 265: Search Definition Properties: Criteria for multi question

Multi question Description

Locked value(s) If you select one or more values here the criteriawill be locked to these values, so
that when using this search definition the search will always be done on these values.
If dl fields are locked you can set the search criteriato be predefined, which means
that the link to the search definition will directly bring up alist of respondentsin the
hitlist, without the user having to specify the search.

Table 74: Locked Values

When doing a grid question you use one variable for each item in the answer list. Thiswill be like a normal
single question with the scale of the grid as answer list. The properties are consequently the same as the
properties of asingle question:
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Search Definition - High user level Word

General Criteria [IETENER

userievel (MS Word)

ra =l
Locked scale value(s) | [# 4

¥ 5 Expert ﬁ
Multiple choice r
Deleted r

Figure 266: Search Definition properties— Criteria for grid question. Under General for this question we
have selected " Predefined" . Here we select the two best scores as locked scale value(s).

Grid question Description

Locked value(s) If you select one or more values here the question will be locked to one ore
more values, so that when using this search definition the search will aways
be done on these values. If al fields are locked you can set the search criteria
to be predefined, which means that the link to the search definition will
directly bring up alist of respondentsin the hitlist, without the user having to
specify the search.

Multiple choice This property will give the user the opportunity to select multiple values to
search on. The search will search for al values selected.

Table 75: Locked Values 2

13.2.4 Languages

When working with a multi-lingual project, you may want just to edit texts and titles for a selection of the
languages. Then you may select the working languages here.

13.3 Hitlists

In the hitlist you specify what the table displaying the results from the searches should ook like and what fields
(questions) that should be included.

Y ou make a new hitlist by dragging a"Hitlist" item from "New reporting objects' and dropping it on the
"Hitlists' folder, or by selecting "Insert->Hitlist" from the drop-down menu at the top of the page.

Y ou define which fieldsto include in a hitlist by dragging questions from the routing onto the "New Hitlist"
folder. The order of the questions in the folder will define the order of the questions when shown to the user in
the Individual Report.

Multi questions and grids have to be expanded by single-clicking or using the expand button. Then you will get
one node for each item in the answer list. Y ou can treat these nodes as if they were ordinary single questions: For
multis each item in the answer list is like a single question with a'Y es or No answer (or TRUE/FALSE). For
grids each item is like a single question with the scale as answer list.
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13.3.1 General

[term | Insert | Actions
AMS Office
3 Fouting
name - Mame (COpenTexd)
departmert - Department (Zingle)
E] uze - Lze (Multi
(1 ms wiord (Single)
M3 Excel (Single)
M3 PowverPaint (Single)
uzerlevel - Uzer level (Grid)
MS Wiord (Single)
M= Excel (Single)
M3 PowverPaint (Single)
-S Mewy reporting objects
Hitlist
E] Search Defintion
El Single Yiesns
Individual Report

A Hitlists

name [Marme)
department (Department)

‘3 Search Definttions
'ﬁ klame anrd denartmeant

| v

General

General options

Hits per page
Deleted

Row 1 color

Row 2 color

Hitlist name  |Mew Hitlist

Figure 267: Hitlist properties— General

Propertiesto set on a hitlist are:

Property Description

Hitlist name A user defined value to identify the hitlist.

Hits per page Thiswill limit the size of the hitlist to a number of hits per page. If the hitlist
is larger than the value set here, there will be a button to go to the next page
of hits.

Set color of every other row. Here you may specify two background colors for the rowsin the hitlist. You

can specify the HTML color code directly, or you can double-click the
preview box to get a small pop-up window with a color chooser where you
can pick acolor. All the colors available in the color chooser are "browser-
safe" colors. Browser-safe colors display consistently across most browsers,
operating environments and monitors.
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Genetal il

Hitlist name  |Mew Hitlist

Hits per page IE_;I

Deleted N

Row 1 color #FFFFY9

 ———

2 Click on the color you wish to use -..JE EJ

Figure 268: Hitlist properties— General — Color chooser

13.3.2 Titles

Thetitle of the hitlist can be set in all the project languages under the Titles tab. There will be one text box for
each active language.

13.3.3 Languages

When working with a multi-lingual project, you may want just to edit texts and titles for a selection of the
languages. Then you may select the working languages here.

13.3.4  Hitlist columns
If you doubleclick the questions inside the hitlist folder you can edit the settings for the columns of the hitlist.
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13.3.5 General
itern | Insert| Actions Hitlist Column - name (Name}

s offics = | REENETEW Headers | Languanes |Save
B Rauting
name - Mame (CpenText) General options
department - Departmert (= I_
uze - Uze (Mutid \Width

MS Wiord (Single) Islink [
M= Excel (Single) Deleted [
MS PowerPoirt (Singls)
uzetlevel - User level (Grid)
MS Wiord [Single)
M3 Excel (Single)
MS PowverPoirt (Singls)
B Mesy reporting objects
Hitlist
E] Search Definition
B Single “iew
Indlividual Repart
‘A Hitlists
-S Results
department (Department)
El Srarrh Definitinns

Figure 269: Hitlist Column properties— General

Property Description

Width The width of the column. Default value will adjust the column to show the
text in a cell without wrapping it.

IsLink This property will show the value in the column as alink. When a user clicks
on the link, that respondent's answers will be shown in the single view.

Table 77: Hitlist Column Properties

13.3.6 Headers
Here you can define the texts for the headers of the columnsin the hitlist for the active languages.

13.3.7 Languages

When working with amulti-lingual project, you may want just to edit texts and titles for a selection of the
languages. Then you may select the working languages here.

13.4 Single View

Single View iswhere you specify the answers that should be shown when selecting a single respondent in the
hitlist. Y ou have to specify the HTML code of the frame where the answers shall be displayed.

Y ou make anew Single View by dragging a"Single View" item from "New reporting objects’ and dropping it
on the "Single Views" folder, or by clicking the "Single Views" folder and then selecting "Insert->Single View"
from the drop-down menu at the top of the page.
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ZAMS Office
-..:ﬂ Raouting
E] name - Mame (OpenText)
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-..:ﬂ Mewy reporting objects
Hitlist
E] Search Definition
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Inclividual Repart
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E] name (Mame)
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-...:ﬂ Search Definitions
-..:13 Mame and department
E] riame [Mame)
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-..:ﬂ U=ze
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E] use (M= Excel)
E] uze (M= PovwerPaint)
-..:ﬂ High uzer level Word
E] uzerlevel (M= Word)
-...:ﬂ Single YWiews

A Individusal Reports

SINGLE VIEW EDITOR

pO039058 —

Template name |New Single Wiew

Template description |
Deleted r

HTML definition

o o

Select database to use to evaluate fieldnames I Production *I

IEninsh 'I

Preview with values from survey datahase -

Select the language for the preview

Save Presviesn: Clear | Generate |

[View Guestionnaire Map]

Figure 270: Single View Editor

13.4.1  Single View Editor
Double-click the new single view to open the "Single View Editor".
Property Description
Template name A user defined value to identify the single view.

Template description

A more detailed description of the single view (may be left empty)

HTML definition

Thisiswhere the HTML code of the single view frame should be placed.

Select database to use to
evaluate fieldnames

The database is created when compiling a survey. Since this may have been done at

different times for production and test databases, and there may have been changesin
the questionnaire in between, the test and production databases may contain different
fields. Here you select which of the databases to use fields (questions) from.
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Select the language for Select alanguage to be used when previewing the single view. The list consists of

the preview the active languages for this survey.

Preview with values If thisis unchecked, the preview will show the field references you have used in the

from survey database HTML definition. If thisis checked, the responses from the first respondent will be
used instead.

Table 78: Single View Editor Properties

13.4.2 Questionnaire map

To includetitles, labels, fieldnames and valuesin the single view, you use syntax similar to the syntax you use
for response piping in asurvey. You include a caret (") in front of and after an expression with the f function,
e.g. M(name)” for the answer to the question with question id "name". To help you to find the correct
expressions, there is a questionnaire map available. When you click the "View Questionnaire Map" link, a new
window will open with atable that contains al the questions from the survey, listing the variables you may use
inyour single view HTML definition.

QUESTIONMNAIRE MAP pOIER060 —
1] Tithe Tithe scripting Labed Laatwel scripfing Firidnamues Firddnamnes “Odber Tupe
sCripding walues
name Hame *finarma) itle® Mame RIS “name}® operiast
daparmant Daparrant *Hdepartmerd) itle® deparimard ™{deparmani® single
1] Use fjusa) itie® ME Excal Mluse_X.labei® use_J Mluse_H* miulh
ME PowerFoint Muse_z). labelt® usa_3 Muse_31* miuih
M Wiord Huse_1).labal™ usa_1 Huse_13* miit
userleval  Liserlevel Sfusanessd) file® M5 Exel Muserevel_z) labet® usarevel_J Susereval_J" orid
M5 PovwerPoint *userevel_3) labal* usadevel_3 Susereval_J* grid
MES ¥Word Husereys|_1)kabat® usarevel_1 *lusedevel_1)" grid

Figure 271: Questionnaire Map

Column Description

ID The question id of the question

Title Thetitle of the question.

Title scripting Use this syntax to refer to the question's title in the HTML definition.

Label [multi and grid questions] The label of the answer aternatives.

Label scripting [multi and grid questions] Use this syntax to refer to the label of the answer alternative
inthe HTML definition.

Fieldnames The variable names used in the SQL database. Defaults to question id for single and

open questions, question id + underscore + precode for multi and grid questions.

Fieldnames scripting | Use this syntax to refer to the answer to that question in the HTML definition.

"Other" values [single, multi, grid] Use this syntax to include the answer to an "other, specify” text box
on aquestion.
Type The type of question thisis (open text, single, multi or grid).

Table 79: Questionnaire Map Properties
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13.4.3 Generate the HTML definition

Asahelp to get started building the HTML definition, thereis a"Generate" button. When you click this button, a
small example will be made using the first open text and single question in the survey.

SINGLE VIEW EDITOR pO028059 —
Template name |Fxn SWErS

Template description |

Deleted -

HTML definition

<CENTER>
<TABLE height='90%"'>
<TR>
<TD wvalign=top>
<TAELE>
<TR>
<TD walign='top'><NOBR><Bx"finame).titcle*</Bx</NOBR></TDhx>
<TDx*£ (name) * </ Thx
</ TR
<TR>
<TD walign='top'><NOBR»<Br"f (department).title*</B></NOBR></TD>
<TDx* £ (department) </ Thx
</ TR=>
</ TAELE>
</ TD=>
</ TR=>
</ TAELE>
</ CEMNTER>

i o

Select database to use to evaluate fieldnames I Froduction 'I

Select the language for the preview I English "I
Preview with values from survey datahase r

Save Presview: | Clear | Genermei !

[Wiew Guestionnaire Wap

Figure 272: Generate HTML definition

Y ou may create your own HTML definition from scratch or use this as a starting point. To remove all code from
the HTML definition, click Clear. Click Save to save your definition.

13.4.4 Preview

By selecting preview you get a preview of your HTML definition. Y ou may choose to do this preview with the
field names (default) or with values from the first respondent in the database (check " Preview with values from

survey database").
The two screenshots show the difference. ThisHTML definition have been used in this example:

<CENTER>
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<TABLE hei ght =" 90% >
<TR>
<TD val i gn=t op>
<TABLE>
<TR>
<TD wi dt h=150 val i gn='top' ><NOBR><B>"f (nane).titl e"</ B></ NOBR></ TD>
<TD wi dt h=110>"f ( nane) "</ TD>
</ TR>
<TR>
<TD val i gn="t op' ><NOBR><B>"f (departnent).titl e"</ B></ NOBR></ TD>
<TD>"f (depart ment ) ~</ TD>
</ TR>
<TR>
<TD rowspan=3 val i gn='top' ><NOBR><B>"f (use).ti tl e”</ B></ NOBR></ TD>
<TD>"f (use_1). | abel *</ TD>
<TD>"f (use_1) "</ TD>
</ TR>
<TR>
<TD>"f (use_2). | abel "</ TD>
<TD>"f (use_2) "</ TD>
</ TR>
<TR>
<TD>"f (use_3). | abel "</ TD>
<TD>"f (use_3) "</ TD>
</ TR>
<TR>
<TD r owspan=3
val i gn="top' ><NOBR><B>"f (user |l evel ).titl er</ B></ NOBR></ TD>
<TD>"f (userl evel _1).| abel "</ TD>
<TD>"f (userl evel _1) "</ TD>
</ TR>
<TR>
<TD>"f (userl evel _2).| abel "</ TD>
<TD>"f (userl evel _2) "</ TD>
</ TR>
<TR>
<TD>"f (userl evel _3) .1 abel "</ TD>
<TD>"f (userl evel _3) "</ TD>
</ TR>
</ TABLE>
</ TD>
</ TR>
</ TABLE>
</ CENTER>
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SINGLE VIEW EDITOR pO039058 —
Af{name]).title® hame®
Af{department).title® idepartmenty™
*f{use).title® *Muse_11lahel™ luge_11"
"Mluse_21 lahel™ Mluge_A"
iuse_3).label Miuse_a"

Af{userlevel)title® *fluserlevel_1).lakel™ “{userlevel_13"
MMluserlevel_2 lahel™ Muserlevel _2"

*luserlevel_31.lake™ “{userlevel_3H"

Figure 273: Preview with field names

SINGLE VIEW EDITOR pO029050 —
Hame Johin Smith
Department Sales
Use MS Word ¥
MS Excel ¥
MS PowerPoint -
User level mS Word a Expert
MS Excel 2

mMS PowerPoint 3

Figure 274: Preview with values from survey database

For single questions and grids the labels from the scale/answer list are displayed as results. For open text
guestions the text answered is displayed. For the itemsin amulti question the codes "x" for answered (True) and
"—" for not answered (False) are used.

13.5 Individual report

When you have defined one or more search definitions, a hitlist and a single view you can create an individual
report. Y ou can define as many individual reports as you like in a project, combining different search definitions,
hitlists and single views.

Y ou make anew individual report by dragging a“New Individual Report” item and dropping it on the
“Individual Reports’ folder, or by clicking the “Individual Reports’ folder and then selecting “1nsert->Individual
Report” from the drop-down menu at the top of the page.
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name [Mame)
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B Mame and department
name [Mame)
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U=ze
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B High uzer level Word
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'a Single Yiews
EI Anzwers
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—
Figure 275: Adding a New I ndividual Report

13.5.1 Individual Report Wizard
INDIVIDUAL REPORT WIZARD pO030050 —

STEP 1 - Select reporting obhjects

Individual Report Hame |New Individual Report

Search Definitions Availahle Selected

Mame and department
Lze =
High user level Ward

Hitlist I{Nnne} "I
Single View I{Nnne} 'I

Deleted I_

Cancel | = Back | Met = Finl=x]

Figure 276: Individual Report Wizard

By double-clicking the new individua report you open the "Individual Report Wizard" that guides you in setting
up your individual report.
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13.5.1.1 Step 1 — Select reporting objects

Here you give your individual report a name, and pick one or more search definition, one hitlist and one single
view to use in your individual report.

Select search definitions by clicking on them and use the >> and << buttons to move them from "Available" to
"Selected". You can select several adjacent search definitions by clicking on one of the search definitions and
then pressing "SHIFT" while clicking on another. To select several search definitions that are not adjacent you
can press "CTRL" while clicking the search definitions. Y ou can also move single search definitions between the
boxes by double-clicking them.

Hitlists and single view isto be picked from the drop downs. When you have made your selections, click
"Next>>".

In our example we will pick all search definitions, and the hitlist and single view we have defined.

The search definition links will appear in the order from the " Selected” box. If you want to change the order, you
can click one of them and use CTRL and the up and down arrow buttons to move it.

INDIVIDUAL REPORT WIZARD pO030053 —

Individual Report Hame |Individua| Feport 1|

Search Definitions fuvailahle Selected

Mame and department
== | [Use
High user level Ward

==

Hitlist IHeaults 'I
Single View Iﬂ-.nswers 'I

Deleted I_

Cancel | = Hack | Mext = D\Js EimiEk

Figure 277: Individual Report Wizard Step 1 - Select reporting objects

13.5.1.2 Step 2 — Set title for each language
In step 2 you have to specify atitle for the report for every active survey language.

In this example the survey isjust done in one language, English.
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INDIVIDUAL REPORT WIZARD pO03A059 —

STEP 2 - Set title for each language

English |m15 Office use and user levels

Cancel = Back ezt = Fimisk

Figure 278: Individual Report Wizard Step 2 - Set title for each language

13.5.1.3 Step 3: Select layout and set properties

In step 3 you select the layout for the frames the individual report should consist of. If you select one of the
layouts with three frames, all the three parts (search definitions, hitlist and single view) will appear in the same
browser window. If you select alayout with 1 or 2 frames, the user can switch between them by clicking on
links.

The properties you can specify are:

Property Description
Allow frame resize The user will be able to resize the frames by dragging the frame borders.
Show frame borders Displays borders between the frames

Table 80: Layout Properties

INDIVIDUAL REPORT WIZARD pon39053 —

Please select a report layout

=

la & & & o

Allow frame resize [V

Show frame border [V

Cancel | = Back Mext = Einisk

Figure 279: Individual Report Wizard Step 3: Select layout and set properties

13.5.1.4 Step 4: Set properties for each frame

In this step you specify which part should be in which frame, the size of the frames and the background color and
background image.

Select the frame you want to specify settings for by clicking on it in the small preview. The frame you select will
be highlighted in red. Then select it's content (search definitions, hitlist or single view).

The sizeis specified in percentages of the window size. For background color you can either specify aHTML
code directly, or double-click the color preview box to get a color chooser. All the colors available in the color
chooser are "browser-safe" colors. Browser-safe colors display consistently across most browsers, operating
environments and monitors. For background image you may specify the url to an image (optional).
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INDIVIDUAL REPORT WIZARD pO039058 —

I = current frame

=« Select properties for the current frame
+« Click a new frame to save the current frame and move to the next one

M| Search Definitionis
Select content | [ Hitlist

[ Single View
Size Im
Color I#CCCCCC

Image URL |

cancel | = Back [Emt = FEimizk |

Figure 280: Individual Report Wizard Step 4: Set properties for each frame (Search definitions)

After setting the properties for the first frame, move to a new frame by clicking on it in the small preview.
Previously selected content will now not be available (inred font). If you move your mouse on content that is
already selected the frame which has been selected will appear in yellow in the small preview.
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INDIVIDUAL REPORT WIZARD pON3E05S —

STEP 4 - Set properties for each frame

I = current frame

+ Select properties for the current frame
+ Click a new frarme to save the current frame and move to the next one

T Search Definition{s)
Select content | ¥ Hitlist

™ Single View

Size ISD% *I

Background properties

Color I#CCCCCC

Image URL ||

Cancel | = Back [Ext = EimizkT |

Figure 281: Individual Report Wizard Step 4: Set propertiesfor each frame (Hitlist)

The size of the frame will automatically update when you select size. Frames on the same axis have to add up to
100%, so changing one of them will update the other.
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INDIVIDUAL REPORT WIZARD pONZ0050 —

STEP 4 - 5et properties for each frame

I = current frame

» 5Select properties for the current frame
» Click a new frame to save the current frame and mowve to the next one
» Click Finish to complete the report

[T Search Definitioni(s)
Select content | [T Hitlist

M Single View

Size IEIII% 'I

Background properties

Color I#CCCCCC

Image URL |

Cancel I = Back [HEwt = Fimish I

Figure 282: Individual Report Wizard Step 4: Set propertiesfor each frame (Single view)
When you have set properties for al the frames, click Finish to save all your settings and generate the HTML.

13.5.2  Modifying an individual report

After going through the wizard you have two options for modifying it. One isto restart the wizard, and the other
isto edit the generated HTML. If you choose to restart the wizard you can go through the steps from last chapter
with your previous settings. Y ou can exit the wizard by clicking "Finish".

INDIVIDUAL REPORT WIZARD pOD30059 —
Finished |

This Individual Report is finished, please select an action

Eestart Wizard

Edit HThL

Fublish Report jprod database)
FPublizh Beport {test databhase)

Figure 283: Finished Report

Y ou may want to do some modifications to the HTML code in the frames that is not possible in the wizard. To
do so, choose Edit HTML to open the Individual Report Editor.
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Here you can edit the HTML of the frames and the individual report. There is one textbox for the HTML code of
the frame, and one for the HTML of the page setting up the frameset. The preview at the top of the page shows
the current frame. Move between different frames by clicking on the preview.

Three templates are used for the contents of the frames:

Primitive Description
ASDA Search definitions
AHA Hitlist

ASh Single view

Table 81: Primitive List

Be very careful when editing the HTML definition of the report. Do not change the source references
(src="content.asp?...) or frame names.
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INDIVIDUAL REPORT EDITOR pO039059 —

I = current frame

« Define HTML for the current frame and for the current Individual Report
+ Click a new frame to save and move to the next frame

S0 Search Definition(s)
H Hitlist
5 Single View

HTML Defininition of current frame
<BODY BACEGROUMND='' BGCOLOR='HCCCCCC'> .ﬂ
A SDA
</ BODT>

1 _*I_I
HTML Defininition of current Individual Report

<HTML> =
<HELD>

<3CRIPT language='jawvascript' src='clientsScripts.js'»></SCRIPT=
<TITLE>Individual Report</TITLE:>

</HELD>
<frame=zet rows='Z0%,*' frameborder='¥YE3' border='1l' framespacing=':
<frame name='framel' scrolling='auto' sro='content.asp?p=pl03205

<frame=zet cols='50%,50%' framehorder='¥YE3' horder='1l' frawmespacin/=
1 | 3|

Save |

Figure 284: Individual Report Editor

13.6 Recovering deleted items

All itemsin Individual Reporting can be deleted by clicking the item and pressing delete or selecting Item ->
Delete from the drop-down menu at the top of the page. To recover deleted items, double-click the top most node
in the tree (the one with the project name), select Show deleted nodes and click save.
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& Routing
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Figure 285: Show deleted nodes

If you reopen the tree, deleted nodes will now appear in gray. If you double-click a deleted node, "Deleted” will
be checked off in properties. Uncheck this property and click save to restoreit. NB! If you delete an item which
isgray (the" deleted" property isset) it will be permanently deleted.

Qms office =N Titles [Languanes |Save

A Mew reporting ohjects General options

Hitlizt

! o Hitlist name |Results

E] Search Defintion

E Single Yiew Hits per page I a 'I

Individual Repart

Deleted [+
A Hitlists
Fesufts %et color of every other row

niatme [Mame) Row 1 color I#FFFFQQ

department (Department)
{2 Search Defintions Row 2 color I#CCCCCC
B Matne and department
niame (Mame’

Figure 286: Restoring a deleted item

13.7 Publishing the Individual Report

When you are finished with the modifications on your report, you may publish it. Y ou can choose between
publishing the report with the test or production database. (The databases are created when compiling a survey.
Since this may have been done at different times for production and test databases and there may have been
changes in the questionnaire in between, the test and production databases may contain different fields.)

Publishing will bring you directly to the End User Interface (see Chapter 15).
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13.8 Individual Reporting User Interface

R I ame and department

use @b [ | [ano =

High user level Word .

[*smith
Department

Mark eting
Accounting ﬂ

Result (1] Mame John Srnith
#Name ———bepartment e Gds
1 John Srith Sales Use M3 Word *
MS Excel -
M5 PowerPoint =
User level MS wWord 4
MS Excel L .
Beginner
M5 PowerPoint 32

Figure 287: User interface

The end user may choose from the different search definitions by clicking the links. In the search definitions

frame the different fields will open. After defining his search the user click this button: b to do the search.
Theresult will appear in the hitlist frame. To see the answers of one respondent, the user can click on the link
(here the respondent's name) and see the answers in the single view frame.

Press D to clear the search.

The user can choose between doing searches with AND between the fields (meaning that every search criteria
have to be satisfied) or OR (meaning that just one of them have to be satisfied.
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LR vame and department

Uze ﬁ D | IOR 'I

High userlevel Word ...

[*rnith
Department |5 |o: -
Accounting ﬂ
Fesult (2] Mame Alan Jones
#Name ——|pepartment B
1 Alam Jones Marketing Use M3 Word *
2 JDF‘[ Jsrnith Sales M3 Excel *
M5 PowerPaint =
User level MS Word 4
MS Excel 1 .
Beginner

M5 PowerPoint 5 Expert

Figure 288: Search with OR

13.8.1 Open Text search

RSms |*smith

Figure 289: Open text search

For open text questions, the user will be presented with atext box to specify his search. * can be used as
wildcard. A search for "Smith" will return all respondents with a name that starts with " Smith", whereas a search
for "*Smith" will return all respondents where Smith is a part of their name.

13.8.2  Multiple choice search

If multiple choiceis selected for a search criteria, the user will be presented with a box where he/she can select
one item by clicking it, and several adjacent items by clicking on one of the them and then pressing "SHIFT"
while clicking on another. To select several items that are not adjacent the user can press"CTRL" while clicking
the items he wants.

Department VNS
| Marketing
Accounting

Figure 290: Multiple choice search

13.8.3  Single choice search

If multiple choice is not selected for a search criteria, it will default to single choice where the user will be
presented with a dropdown where he can pick one of the items.
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Department j

Salaz

Accounting
Adrinistration

Figure 291: Single choice search

13.8.4  Search on items in a multi question

For the items of amulti question, the user will be presented with a drop-down where he can choose between True
(answered) or False (not answered).

Use - M5 Waord
Use - M5 Excel

Use - M5 PowerPoint

True

Faize 1y

Figure 292: Search on itemsin a multi question

13.8.5 Predefined Search
When selecting a predefined search, the result is directly displayed in the hitlist.

Marme and departrnent

Use

High user level wc@

Result (2]

#[Name __________|Department

1 Alan Jones Marketing
2 John Smith Sales

Figure 293: Predefined search

13.8.6  Sorting the hitlist

If the column header is clicked the hitlist will be sorted on that column. First the order will be ascending, when
clicked again the order will be descending. Thisisindicated with small arrows.

Result (2]
2 Joh rmith Sales
1 Alan Jones Marketing
Figure 294: Sorting the hitlist
13.9 Making modifications to an individual report after it has

been published

Y ou can modify any element of an individual report after it has been published. To implement your changes,
simply republish the report. The changes are then instantly made.
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14 Administration of End Users

This chapter will explain the Endusers administration interface. This administration includes the handling of
Lists and Projects, and how Users, Groups, Reports and Companies are connected to them. The Endusers can
then access the reports they have been given access to here, by entering the link to the Endusers login page.

The following figure visualizes the Endusers administration interface:

Lists

A A A A

Groups Companies Users
Iter || Iter

Report Report Report Report
Projects

There are two “top” levels— Lists and Projects.

Lists:
o List:
o Connect one or more groups, companies and usersto alist.
e Group:

0 A group can consist of one or more users and one or more groups (Note: groups can be
members of other groups).

0 Groups can be given access to iterations.
e Companies:
0 Companies can consist of one or more users.

* Users
0 Users must belong to acompany. A user can only belong to one company within alist.
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0 Userscan be given accessto iterations.
Projects:
*  Reports:
0 Zero, one or many reports can belong to a project.
e lterations:

0 A report can consist of iterations.

14.1 Menu
In the “Project” menu under “Endusers’ you will find the following menu items:

e Users

e Reports
 Groups

e Companies

« Lists

These items will be explained in the same order as above, after the features that are common for al these have
been explained. However, you should be aware that the sequence for admitting might be different. For example,
you will need alist before you can create or add the other elements, and a company needs to be created before
you can enter any USers.

Y ou can add users, groups and companies to alist, and allow permission to one or more reports from one or
more projects. Elements can be changed, added and del eted when needed.

Example:

» Letussay you had three different reportsin a project for a company and wanted the different endusers
to have access to different reports. Y ou could then add a company to the list, and create the users
attached to this company. After that, you could add three different groups and attach e.g. five usersto
each group. Then the reports would be added and the different groups connected to the different reports.
Maybe one of the groups should have accessto al three reports, and the other groups only to one report
each.

14.2 Endusers administration — graphic interface

The graphic interface, and buttons are the same for the menu items Users, Reports, Groups and Companies.
Clicking the buttons will however give you different results, depending on the different interfaces: Users,
Reports, Groups and Companies. The buttons will be inactive (grey) when the view you are in excludes any use
of them. Y ou will also get different search criteriawhen the Filter checkbox is checked, depending on the active
menu item above. These differences will be dealt with in the following subchapters for the different menu items
listed above.

The upper half frame of the window will be referred to as Master frame, and the bottom half as Detail frame.
The content of these views will vary depending on the chosen menu item.
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Hrey | Bz | Mewy | SEvE Delete
Master frame above Detail frame below
Fresy [t [dEwy SEVE Delete [terations

Figure 295: Endusers administration — graphic interface

14.2.1 Master frame — Buttons and checkboxes (in general)
The Master frame has the following buttons and checkboxes:

Option Description

Filter (checkbox) | Reveals different search criteria depending on the chosen menu item under the Endusers
menul.

Search (button) Activates a search based on the entered search criteria.

Prev (button) Shows the previous 50 table rows (only activated if more than 50 rows).

Next (button) Shows the next 50 table rows (only activated if more than 50 rows).

New (button) Adds a new instance depending on the chosen menu item under the Endusers menu.
Save (button) Saves the last changes.

Delete (button) Deletes the active table row(s).

Table 82: Master Frame Properties
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14.2.2 Detail frame — Buttons (in general)
The Detail frame has the following buttons:

Option Desctiption
Prev Shows the previous 50 table rows depending on which tab is selected in the Detail frame.
Next Shows the next 50 table rows depending on which tab is selected in the Detail frame.
New Initiates a new user, group or company depending on which tab is selected in the Detail frame.
Save Saves the last changes, or the last added instance.
Delete Deletes the marked element(s), group(s) report(s) or company(s) related to the active instance
being viewed.
Iterations Gives an overview of the iterations that can be added to the user, group or company.
Table 83: Detail Frame Properties
14.3 Users

14.3.1 Master frame — content

Filter ¥

Userld: FirstName: LastName: Company:

[ — —

I B = O

Testl Test User testuser@campany.corm companyl
4 Testd Test User testuser2@company.com campany

Table of users

Bresy: et e SEVE Delete

Figure 296: Users— Master frame

The Master frame (upper half of the window) consists of the following:

» Filter related options:

Name Type Description

Filter Checkbox When checked, reveals the items below in thislist.
Userld Textbox Contains search criterion.

FirstName Textbox Contains search criterion.

LastName Textbox Contains search criterion.
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Company

Textbox Contains search criterion.

Search

Button Initiates the current search.

Table 84: Filter Related Options

Note: If you enter e.g. theletter “a” in the FirstName field, you will get all first names starting with this | etter.
The search fields are not case sensitive.

e ATableof usersthat consists of the following fields:

Field Description

UserNo A unigue user number (chosen by confirmit).

Userld A unique user ID within the company that the user is connected to.
Name Full name of the user

E-mail Users email address

Company The Company that the user is attached to.

Table 85: Table of Users Fields

» Buttons (that are active for Master frame):

Option Description

Search Activeif filter checkbox is chosen. Activates a search based on the entered search criteria.
Prev Shows the previous 50 table rows of users.

Next Shows the next 50 table rows of users.

New Creates a new instance of Users.

Delete Deletes the highlighted rows of users.

Table 86: Master Frame Buttons

14.3.2 Detail frame — content

The Detail frame under Usersis divided into three different tabs. Details, Reports, and Groups. The next
subchapters will go through each of these tabs.
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14.3.2.1 Users - Details tab

UserNo 3 =

Userld [Testt

Password |secret

e-mail |testuser@cumpanv.cnm

LastHame |User

FirstName [Test

Company | companyl j

Language | English j

Comment |This iz atestuser

LastLoggedOn

DateCreated 2001-04-1817:01:39 EI
= et ey Save [elete [tErations |

Figure 297: User — Detailstab

When clicking one of the new buttons, a Details frame will then appear in the bottom half of the window (see
figure 2 above). This iswhere you register the details for a new user.

Note: Detail frame and Detailsis not the same thing. Detailsis a part of the Detail frame in the Users interface.
* Detailstab fields:

Fields Description

UserNo A unique user number (chosen by confirmit).

Userld A unique user |D within the company that the user is connected to.
Password The users password.

e-mail The users e-mail address.

Last name Userslast name.

First name Usersfirst name.

Company The Company that the user will be attached to.

Language The default language for the user.

Comment Used for comments if needed.

LastLoggedOn Indicates the last time the user was logged on to the end user interface.
DateCreated Indicates the date the user was created.

Table 87: DetailsTab Fields

» Buttons (that are active for Details tab):
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Option Description

New Creates a new instance of Users.

Save Saves the new user or the changes made on existing user.

Table 88: Details Tab Buttons

14.3.2.2 Users - Reports tab

Reporto ReportName ReportType | Projectld |  ProjectName

Presy: [Et e SEVE Delete terations

Figure 298: User — Reports tab

This tab shows the reports that the user has access to. Connect as many reports from as many projects as needed.

* Reportstab fields:

Field Description

ReportNo A unigue report number (chosen by confirmit).

ReportName The name of the report.

ReportType The different types are: Published report, Individual report and Pivot view.

Projectld The Id of the project that the report is connected to.

ProjectName The name of the project the report is connected to

Test Yesif the report is generated with the test database, No if the report is generated with the
production database.

Table 89: Reports Tab Fields
»  Buttons (that are active for Reports tab):

Option Description
Prev Shows the previous 50 table rows of reports.
Next Shows the next 50 table rows of reports.
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New Triggers a new window with alist of reports that can be added for the user

Delete Deletes the highlighted report rows.

Iterations Triggers a new window with alist of the iterations that belong to the report.

Table 90: Reports Tab Buttons

14.3.3 Adding new reports to the Reports table

When the New button (in the detail frame) is clicked, a new window is triggered (see figure 299 below). Choose
one or more reports to add to the user. The window will only show the reports that are currently unavailable to
the user.

+Z Reports -- Web Page Dialog ; 7| x|

ReportTyne | Projectid ProjectNamel

20 Feport1  Published Report p00159535  Project y

4] | H

1 [=Ea Save | Cloze |

|htt|:|:,I',I'Fi-testlilIJ'chFirm,l'admin,l'endusers Local inkranet

Figure 299: User —add reports
e Add Reportstable fields:

Field Description

ReportNo A unigue report number (chosen by confirmit).

ReportName The name of the report.

ReportType The different types are: Published report, Individual report and Pivot view.

Projectid The Id of the project that the report is connected to.

ProjectName The name of the project the report is connected to

Test Yesif the report is generated with the test database, No if the report is generated with the
production database.

Table 91: Add Reports Table Fields
» Add Reports buttons:

Option Description

Next Shows the next 50 table rows of reports.

Save Saves the highlighted report rows into the Reports table in the Detail frame.
Close Closes the window.

Table 92: Add Reports Buttons
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14.3.4 Adding report iterations to the user
If areport consists of several iterations, you may add one or more of these to the user. The user will only be
given access to the chosen iterations to that report. Read more about iterationsin chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 300 below).

a (Title is undefined) -- Web Page Dialog ﬂil
Reporthterations
Auailable Selected
B-Support 1-Sales
2-Marketing

3-Production
4-Engineering
a-Admpayment

==

==

Cloze |

Figure 300: User —add iterations

14.3.4.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterations in the Available frame, and then click the = | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Click the Close button to close the window.
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14.3.4.2 Users - Groups tab

Oetais Repors
— oo | Gouwwame |

Presy: [Et e SEVE Delete Iterations

Figure 301: Users— Groups tab
This tab shows the groups that the user isa member of. A user may be connected to several groups.
* Groupstab fields

Field Description
GroupNo A unigue group number (chosen by confirmit).
GroupName The name of the group.

Table 93: Groups Tab Fields

» Buttons (that are active for Groups tab):

Option Description

Prev Shows the previous 50 table rows of groups.

Next Shows the next 50 table rows of groups.

New Triggers a new window with alist of groups that the user can be added to.
Delete Deletes the highlighted group rows.

Table 94: Groups Tab Buttons

14.3.5 Adding new groups to the Groups table

When the New button (in the detail frame) is clicked, a new window is triggered (see figure 302 below). Choose
one or more groups to add to the user. The window will only show the groups that the user is currently not a
member of.
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a Groups -- Web Page Dialog -.Z ilil

| GroupNo | GroupName |
3 groupl
[Ezt Save Close

||'|I:I:|:-:,|',|'Fi-testl:lljcnnFirm,l'admin,l'endusers 2 Local inkranet

Figure 302: Users—add groups

e Add Groupstablefields:

Field Description
GroupNo A unigue group number (chosen by confirmit).
GroupName The name of the group.

Table 95: Add Groups Table Fields
e Add Groups buttons:

Option Description

Next Shows the next 50 table rows of groups.

Save Saves the highlighted group rows into the Groups table in the Groups tab.
Close Closes the window.

Table 96: Add Groups Buttons
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14.4 Reports

14.4.1 Master frame — content

Filter ¥

ReportName: ReporiType:

—
ReportNo | ReportName ReportType . Projectld | ProjectName | Test | Active |

20 Report 1 Fublished Report pO01 8535 Projectt yes v

Table of reports

Erew Plzean [Esy Save Delete

Figure 303: Reports— Master frame
The Master frame (upper half of the window) consists of the following:
» Filter related options:

Name Type Description

Filter Checkbox When checked, reveals the items below in thislist.
ReportName Textbox Contains search criterion.

ReportType Textbox Contains search criterion.

Table 97: Filter Related Options

Note: If you enter e.g. the letter “a” in the ReportName field, you will get al report names starting with this
letter. The search fields are not case sensitive.

* ATableof reports that consists of the following fields:

Field Description

ReportNo A unique report number (chosen by confirmit).

ReportName The name of the report.

ReportType The different types are: Published report, Individual report and Pivot view.

Projectld The Id of the project that the report is connected to.

ProjectName The name of the project the report is connected to.

Test Yesif the report is generated with the test database, No if the report is generated with the
production database.

Active If checked, the report is available for the endusers. If unchecked, the report is unavailable for

the endusers. The report will not be deleted, only unavailable.

Table 98: Table of Reports Fields
Thistable shows all the

278




e Buttons (that are active for Master frame):

Option Description

Search Activeif filter checkbox is chosen. Activates a search based on the entered search criteria
Prev Shows the previous 50 table rows of reports.

Next Shows the next 50 table rows of reports.

Delete Deletes the highlighted rows of reports.

Table 99: Master Frame Buttons

14.4.2 Detail frame — content
The Detail frame under Reportsis divided into three different tabs: Details, Users, Groups and Companies. The
next subchapters will go through each of these tabs.

14.4.2.1 Reports - Details tab for Published/ lterated reports

The details for Published/ Iterated reports are slightly different from the Pivot view type reports. This subchapter
will describe the options for Published/ Iterated reports and the next subchapter will describe the Pivot view

report options.

Report no 20 |
Default - -
TR | Englizh J
Template | confirmit default |
Protected I~ Runnow [
Active I~ One page [
Send
Test database [~ email | Daonaotsend x|
Created by FUFEYy Email |
Link http:ffﬂ-testmIu:usmmerfpublisherir.asp'? Status SUECESS
instance=20&k==lang=

Scheduling Change Last run 2IZIFI1 '_D =28

14:42:21
Published ) o
Report e Ll

Presy: [Et ey Save [LEelete Iterations |

Figure 304: Reports— Detailstab

Double clicking areport row in the Master frame will activate a Details frame in the bottom half of the window
(see figure 304 above). Thisiswhere you edit the details of areport.

Note: Detail frame and Details is not the same thing. Detailsis a part of the Detail frame in the Reports

interface.
* Detailstab fields:
Fields Type Description
ReportNo Label A unique report number (chosen by confirmit).
F)efault Dropdown The default language for the report.
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Language

Template Dropdown The name of the template used for the report.

Protected Checkbox If checked, the report can only be accessed with username. and
password. If unchecked, the report is also accessible through the
default link.

Active Checkbox If checked, the report is available for the endusers. If unchecked, the
report is unavailable for the endusers. The report will not be deleted,
only unavailable.

Test database Checkbox Checked if the report is generated with the test database, Not checked
if the report is generated with the production database.

CreatedBy Label The confirmit username of the user who created the report.

Link Label Link to the report. Only accessibleif protected is unchecked.

Scheduling Link Brings you to scheduling interface.

Published Link Clicking the link will bring you to the Preview area, where you can

Report preview the report. Y ou will get one link per iteration. See chapter
11.12 for details.

Run now Checkbox Check this box and click save to republish the report.

One page Checkbox Indicates whether the report should be viewed on one page.

Send email Drop down Chose whether to send an email with the report in HTML format or
not. Send email sends an email in addition to republishing the report.
Only send email will not republish the report.

Email Text box The email address for the receiver of the report.

Status Labe Indicates whether the report is not run, failed or successfully run.

Last run Label Indicates the last time the report was published.

Table 100: Details Tab Fields

» Buttons (that are active for Details tab):

Option

Description

Save

Saves the changes made on the report.

Table 101: Details Tab Buttons

14.4.2.2 Reports - Details tab for Pivot view reports

The details for Pivot view are slightly different than for the other report types, this subchapter will describe the

Pivot view report options.
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Template
Protected
Active

Test database

Created by
Published view
Pivot View

Fresy

Default language

et

Double clicking areport row in the Master frame will activate a Details frame in the bottom half of the window

14
| English

Lef L

||:Dnﬂrmit default
¥

v

¥
administrator

Lpdate
i

[MEs Save elete [terations

Figure 305: Reports— Detailstab

(see figure 305 above). Thisiswhere you edit the details of areport.
Note: Detail frame and Details is not the same thing. Details is a part of the Detail frame in the Reports

interface.

* Detailstab fields:

Fields Type Description

ReportNo Label A unique report number (chosen by confirmit).

Default Language | Dropdown The default language for the report.

Template Dropdown The name of the template used for the report.

Protected Checkbox If checked, the report can only be accessed with username, and
password. If unchecked, the report is also accessible through the
default link.

Active Checkbox If checked, the report is available for the endusers. If unchecked, the
report is unavailable for the endusers. The report will not be deleted,
only unavailable.

Test database Checkbox Checked if the report is generated with the test database. Not checked
if the report is generated with the production database.

CreatedBy Label The confirmit username of the user who created the report.

Published view Link Updates the Published view according to the last changes.

Pivot view Link Thislink will send you to the Preview area for the Pivot view.

Table 102: Details Tab Fields
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e Buttons (that are active for Details tab):

Option

Description

Save

Saves the changes made on the report.

Table 103: Details Tab Buttons

14.4.2.3 Reports - Users tab

Detailz

Companies

Groups

Prey

B S

Test Test User testuser@campany.com camparnyl

et EE Save Delete terations

Figure 306: Reports— Userstab

This tab shows which users are connected to the report. Y ou can add new users to the report, and see which
iterations are available to each user (if the report consists of iterations).

e Userstabfields

Fields Description

UserNo A unique user number (chosen by confirmit).

Userld A unique user |D within the company that the user is connected to.
Name The usersfull name.

e-mail The users e-mail address.

Company The Company that the user will be attached to.

Table 104: Users Tab Fields

*  Buttons (that are active for Userstab):

Option Description

Prev Shows the previous 50 table rows of users.

Next Shows the next 50 table rows of users.

New Triggers a new window with alist of usersthat can be added to the report.
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Delete

Deletes the highlighted user rows.

Iterations

Triggers a new window with alist of the iterations that the user may be given accessto.

Table 105: Users Tab Buttons

14.4.3 Adding new users to the Users table

When the New button (in the detail frame) is clicked, a new window istriggered (see figure 307 below). Choose
one or more users to add to the report. The window will only show the users that have not been given access to

the report.

2} Users -- Weh Page Dialog :

R

21

TUsorno | Userid | Name | Emal | Company |

4 Test2? Test User testuser2 @eompany.corm COMmpany

[t Save Close

Figure 307: Reports—add Users

* Add Userstablefields:

Fields Description

User no A unigue user number (chosen by confirmit).

User id A unigue user ID within the company that the user is connected to.
Name The users full name.

Email The users e-mail address.

Company The Company that the user will be attached to.

Table 106: Add Users Table Fields

e Add Usersbuttons:

Option Description
Next Shows the next 50 table rows of users.
Save Saves the highlighted user rows into the Userstable in the Users tab.
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Close Closes the window.

Table 107: Add Users Buttons

14.4.4 Adding report iterations to the user
If areport consists of several iterations, you may add one or more of these to users. The users will only be given
access to the selected iterations for that report. Read more about iterationsin chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 308 below).

a (Title is undefined) -- Web Page Dialog ﬂil
Reporthterations
Auailable Selected
B-Support 1-Bales
2-Marketing

3-Production
4-Engineering
a-Admpayment

==

==

Close |

Figure 308: Reports— add iterationsto users

14.4.4.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterations in the Available frame, and then click the = | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Click the Close button to close the window.
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14.4.4.2 Reports - Groups tab

Detail= Uszers Gmups Companies

Presy: [Et e SEVE Delete terations

Figure 309: Reports — Groups tab
This tab shows the groups that have access to this report.
* Groupstab fields

Field Description
GroupNo A unigue group number (chosen by confirmit).
GroupName The name of the group.

Table 108: Groups Tab fields
» Buttons (that are active for Groups tab):

Option Description

Prev Shows the previous 50 table rows of groups.

Next Shows the next 50 table rows of groups.

New Triggers a new window with alist of groups that can be added to the report.

Delete Deletes the highlighted group rows.

Iterations Triggers a new window with alist of the iterations that the group may be given access to.

Table 109: Groups Tab Buttons

14.4.5 Adding new groups to the Groups table

When the New button (in the detail frame) is clicked, a new window istriggered (see figure 310 below). Choose
one or more groups to add to the report. The window will only show the groups that have not been given access
to the report.

285




) Groups -- Web Page Dialog .Z 2|

| GroupNo | GroupName |
3 groupl
[Ezt Save Close
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Figure 310: Reports—add groups

e Add Groupstablefields:

Field Description
GroupNo A unigue group number (chosen by confirmit).
GroupName The name of the group.

Table 110: Add Groups Table Fields
* Add Groups buttons:

Option Description

Next Shows the next 50 table rows of groups.

Save Saves the highlighted group rows into the Groups table in the Groups tab.
Close Closes the window.

Table 111: Add Reports Buttons

14.4.6 Adding report iterations to groups

If areport consists of several iterations, you may add one or more of these to groups. The groups will only be
given access to the selected iterations for that report. Read more about iterationsin chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 311 below).
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Reporthterations

Available Selected
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2-Marketing
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4-Engineering
a-Admpayment

==

==

Cloze |

Figure 311: Reports—add iterationsto groups

14.4.6.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterations in the Available frame, and then click the = | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Click the Close button to close the window.
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14.4.6.2 Reports - Companies tab

Prey et EE Save Delete terations

Figure 312: Reports— Companiestab
This tab shows the companies that have access to this report.

» Companiestab fields

Field Description
Company no A unigue company number (chosen by confirmit).
Company name The name of the company.

Table 112: Companies Tab Fields

e Buttons (that are active for Companies tab):

Option Description

Prev Shows the previous 50 table rows of companies.

Next Shows the next 50 table rows of companies.

New Triggers a new window with alist of companies that can be added to the report.

Delete Deletes the highlighted companies rows.

Iterations Triggers a new window with alist of the iterations that the company may be given access
to.

Table 113: Companies Tab Buttons

14.4.7 Adding new companies to the Companies table

When the New button (in the detail frame) is clicked, a new window istriggered (see figure 313 below). Choose
one or more companies to add to the report. The window will only show the companies that have not been given
access to the report.
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Figure 313: Reports—add companies

* Add Companiestablefields:

Field Description
Company no A unigue company number (chosen by confirmit).
Company name The name of the company.

Table 114: Add Companies Table Fields

» Add Companies buttons:

Option Description

Next Shows the next 50 table rows of companies.

Save Saves the highlighted company rows into the Companies table in the Companies tab.
Close Closes the window.

Table 115: Add Companies Buttons

14.4.8 Adding report iterations to companies

If areport consists of several iterations, you may add one or more of these to companies. The companies will
only be given access to the selected iterations for that report. Read more about iterationsin chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 314 below).
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==
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Figure 314: Reports— add iterations to companies

14.4.8.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterations in the Available frame, and then click the = | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Click the Close button to close the window.
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14.5 Groups

14.5.1 Master frame — content

(Growps ]
Filter ¥

Group name:

I Search |

. Gowno | Goupname
3 group
Fres [Ezt [y SEVE Delete

Figure 315: Groups—Master frame

The Master frame (upper half of the window) consists of the following:

» Filter related options:

Name Type Description
Filter Checkbox When checked, reveals the items below in thislist.
Group name Textbox Contains search criterion.

Table 116: Filter Related Options

Note: If you enter e.g. the letter “a” in the Group name field, you will get all report names starting with this
letter. The search fields are not case sensitive.

* ATableof Groupsthat consists of the following fields:

Field Description
Group no A unigue group number (chosen by confirmit).
Group name The name of the group.

Table 117: Table of Groups
Thistable shows all the

»  Buttons (that are active for Master frame):

Option Description

Search Activeif filter checkbox is chosen. Activates a search based on the entered search criterion.
Prev Shows the previous 50 table rows of groups.

Next Shows the next 50 table rows of groups.
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Delete Deletes the highlighted rows of groups.

Table 118: Master Frame Buttons
14.5.2 Detail frame — content

The Detail frame under Groupsis divided into four different tabs: Details, Reports, Users and Groups. The next
subchapters will go through each of these tabs.

14.5.2.1 Groups - Details tab

Group no 3
Group name |gr|:|up1
Prey et EE Save [DEelete [teratians

Figure 316: Groups— Detailstab

Double clicking agroup row in the Master frame will activate a Details frame in the bottom half of the window
(see figure 316 above). Thisiswhere you edit the details of a group.

Note: Detail frame and Detailsis not the same thing. Detailsis a part of the Detail frame in the Groups
interface.

 Detailstab fields:

Fields Type Description
Group no Label A unique group number (chosen by confirmit).
Group hame Text box The name of the group.

Table 119: Details Tab Fields
e Buttons (that are active for Detailstab):

Option Description
New Creates a new instance of Groups (Y ou need to name it and save it to make it active).
Save Saves the new group or the changes made to existing group.

Table 120: Details Tab Buttons
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14.5.2.2 Groups - Reports tab

Detail=

Presy:

Reporttpe | Projectid | Projoctname | Tost |

[Et e SEVE Delete terations

Figure 317: Groups— Reports tab

This tab shows the reports that the group has access to. Connect as many reports from as many projects as

needed.
* Reportstab fields:
Field Description
ReportNo A unigue report number (chosen by confirmit).
ReportName The name of the report.
ReportType The different types are: Published report, Individual report and Pivot view.
Projectld The Id of the project that the report is connected to.
ProjectName The name of the project the report is connected to
Test Yesif the report is generated with the test database, No if the report is generated with the

production database.

Table 121: Reports Tab Fields

»  Buttons (that are active for Reports tab):

Option Description

Prev Shows the previous 50 table rows of reports.

Next Shows the next 50 table rows of reports.

New Triggers a new window with alist of reports that can be added for the group.
Delete Deletes the highlighted report rows.

Iterations Triggers a new window with alist of the iterations that belong to the report.

Table 122: Rreports Tab Buttons
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14.5.3 Adding new reports to the Reports table

When the New button (in the detail frame) is clicked, a new window is triggered (see figure 318 below). Choose
one or more reports to add to the group. The window will only show the reports that are currently unavailable to
the group.

+Z3 Reports -- Web Page Dialog

Sl

Reporttype | Projectid | Project name | Test
Feport 1 Fublizshed Report  p00195345 FProjectt YES
[Et Save Close

Figure 318: Groups—add reports
* Add Reportstable fields:

Field Description

ReportNo A unique report number (chosen by confirmit).

ReportName The name of the report.

ReportType The different types are: Published report, Individual report and Pivot view.

Projectld The Id of the project that the report is connected to.

ProjectName The name of the project the report is connected to

Test Yesif the report is generated with the test database, No if the report is generated with the

production database.

Table 123: Add Reports Table Fields

e Add Reports buttons:

Option Description

Next Shows the next 50 table rows of reports.

Save Saves the highlighted report rows into the Reports table in the Detail frame.
Close Closes the window.

Table 124: Add Reports Buttons

294




14.5.4 Adding report iterations to a group
If areport consists of several iterations, you may add one or more of these to the group. The group will only be
given access to the chosen iterations of that report. Read more about iterations in chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 319 below).

a (Title is undefined) -- Web Page Dialog ﬂil
Reporthterations
Auailable Selected
B-Support 1-Sales
2-Marketing

3-Production
4-Engineering
a-Admpayment

==

==

Cloze |

Figure 319: Groups— add iterations

14.5.4.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterations in the Available frame, and then click the = | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Click the Close button to close the window.
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14.5.4.2 Groups - Users tab

Details

Reports Groups

Prey

B S T

Test Test User testuser@company.com camparnyl

et EE Save Delete [teratians

Figure 320: Groups— Userstab

This tab shows which users are connected to the group. New users can be added to the group by clicking the New

button.

e Userstabfields

Fields Description

UserNo A unigue user number (chosen by confirmit).

Userld A unique user |D within the company that the user is connected to.
Name The users full name.

e-mail The users e-mail address.

Company The Company that the user will be attached to.

Table 125: Users Tab Fields

*  Buttons (that are active for Userstab):

Option Description

Prev Shows the previous 50 table rows of users.

Next Shows the next 50 table rows of users.

New Triggers a new window with alist of usersthat can be added to the group.
Delete Deletes the highlighted user rows.

Table 126: Users Tab Buttons

14.5.5 Adding new users to the Users table

When the New button (in the detail frame) is clicked, a new window is triggered (see figure 321 below). Choose
one or more users to add to the group. The window will only show the users that are not members of this group.
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a Users -- Web Page Dialog

i} ':Aq

4

et

Userno | Userid | Name | Emal | Company |

Test2 Test User testuser@company.com company

Save

Close

Figure 321: Groups—add Users

 Add Userstablefields:

2%

Fields Description

User no A unigue user number (chosen by confirmit).

User id A unique user |D within the company that the user is connected to.
Name The users full name.

Email The users e-mail address.

Company The Company that the user will be attached to.

Table 127: Add Users Table Fields

e Add Usersbuttons:

Option Description

Next Shows the next 50 table rows of users.

Save Saves the highlighted user rows into the Userstablein the Users tab.
Close Closes the window.

Table 128: Add Users Buttons

297




14.5.5.1 Groups - Groups tab

— Gowno | Gowname
17 group3
Prey et EE Save Delete [teratians

Figure 322: Groups— Groupstab
A group can have other groups as members, as well as users and companies.
e Groupstab fields

Field Description
GroupNo A unigue group humber (chosen by confirmit).
GroupName The name of the group.

Table 129: Groups Tab Fields

* Buttons (that are active for Groups tab):

Option Description

Prev Shows the previous 50 table rows of groups.

Next Shows the next 50 table rows of groups.

New Triggers a new window with alist of groups that can be added to the group.
Delete Deletes the highlighted group rows.

Table 130: Groups Tab Buttons

14.5.6 Adding new groups to the Groups table

When the New button (in the detail frame) is clicked, a new window istriggered (see figure 323 below). Choose
one or more groups to add to the group. The window will only show the groups that are not members of this

group.
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a Groups -- Web Page Dialog -.Z ilil

| GroupNo | GroupName |
3 groupl
[Ezt Save Close

||'|I:I:|:-:,|',|'Fi-testl:lljcnnFirm,l'admin,l'endusers 2 Local inkranet

Figure 323: Groups—add groups

e Add Groupstablefields:

Field Description
GroupNo A unigue group number (chosen by confirmit).
GroupName The name of the group.

Table 131: Add Groups Table Fields
e Add Groups buttons:

Option Description

Next Shows the next 50 table rows of groups.

Save Saves the highlighted group rows into the Groups table in the Groups tab.
Close Closes the window.

Table 132: Add Groups Button
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14.6 Companies

14.6.1 Master frame — content

Filter V¥
Company name:
Search |
3 campanyl
Brew, | [dEwt: | e SaNE Delete

Figure 324: Groups— Master frame
The Master frame (upper half of the window) consists of the following:

»  Filter related options:

Name Type Description
Filter Checkbox When checked, reveals the items below in this list.
Company name Text box Contains search criterion.

Table 133: Filter Related Options

Note: If you enter e.g. the letter “a” in the Group name field, you will get all report names starting with this
letter. The search fields are not case sensitive.

* ATable of Companiesthat consists of the following fields:

Field Description
Company no A unigue company number (chosen by confirmit).
Company name The name of the company.

Table 134: Table of Companies
This table shows al the

»  Buttons (that are active for Master frame):

Option Description

Search Activeif filter checkbox is chosen. Activates a search based on the entered search criterion.
Prev Shows the previous 50 table rows of companies.

Next Shows the next 50 table rows of companies.

Delete Deletes the highlighted rows of companies.

Table 135: Master Frame Buttons
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14.6.2 Detail frame — content

The Detail frame under Companiesis divided into three different tabs: Details, Users and Reports. The next
subchapters will go through each of these tabs.

14.6.2.1 Companies - Details tab

Company no 3
Company hame |cnmpanﬁ_.r1
Fresy [Ezt ey Save ElEte [terations

Figure 325: Companies— Detailstab

Double clicking a company row in the Master frame will activate a Details frame in the bottom half of the
window (see figure 325 above). Thisiswhere you edit the details of a company.

Note: Detail frame and Details is not the same thing. Detailsis a part of the Detail frame in the Companies
interface.

* Detailstab fields:

Fields Type Description
Company ho Label A unique company number (chosen by confirmit).
Company name Text box The name of the company.

Table 136: Details Tab Fields
»  Buttons (that are active for Details tab):

Option Description
New Creates a new instance of Companies (Y ou need to name it and save it to make it active).
Save Saves the new company or the changes made to existing company.

Table 137: Details Tab Buttons
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14.6.2.2 Companies - Users tab

mmm“
Test1 Test User testuser@eompany.cam companyT
4 Test2 Test User testuserd@oompany.com campany

Prew [k [Es Save [DElete lterations

Figure 326: Companies— Userstab

Thistab shows which users are connected to the company. Note: Y ou cannot add or delete users here. This must
be done under the Users menu. The reason for thisis the nature of the relationship between users and companies.

e Userstabfields

Fields Description

User no A unigue user number (chosen by confirmit).

User id A unique user ID within the company that the user is connected to.
Name The users full name.

Email The users e-mail address.

Company The Company that the user will be attached to.

Table 138: Users Tab Fields
» Buttons (that are active for Users tab):

Option Description
Prev Shows the previous 50 table rows of users.
Next Shows the next 50 table rows of users.

Table 139: Users Tab Buttons
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14.6.2.3 Companies - Reports tab

Prew

Report type Project id

Repart 1 Published Report p0019535 Projectl yes

[k ey Save Delete lterations

Figure 327: Companies— Reportstab

This tab shows the reports that the company has access to. Connect as many reports from as many projects as

needed.
* Reportstab fields:
Field Description
ReportNo A unigue report number (chosen by confirmit).
ReportName The name of the report.
ReportType The different types are: Published report, Individual report and Pivot view.
Projectld The Id of the project that the report is connected to.
ProjectName The name of the project the report is connected to
Test Yesif the report is generated with the test database, No if the report is generated with the

production database.

Table 140: Reports Tab Fields

»  Buttons (that are active for Reports tab):

Option Description

Prev Shows the previous 50 table rows of reports.

Next Shows the next 50 table rows of reports.

New Triggers a new window with alist of reports that can be added for the group.
Delete Deletes the highlighted report rows.

Iterations Triggers a new window with alist of the iterations that belong to the report.

Table 141: Reports Tab Buttons
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14.6.3 Adding new reports to the Reports table

When the New button (in the detail frame) is clicked, a new window is triggered (see figure 328 below). Choose
one or more reports to add to the company. The window will only show the reports that are currently unavailable
to the company.

+Z3 Reports -- Web Page Dialog

Sl

Reporttype | Projectid | Project name | Test
Feport 1 Fublizshed Report  p00195345 FProjectt YES
[Et Save Close

Figure 328: Companies— add reports
* Add Reportstable fields:

Field Description

ReportNo A unique report number (chosen by confirmit).

ReportName The name of the report.

ReportType The different types are: Published report, Individual report and Pivot view.

Projectld The Id of the project that the report is connected to.

ProjectName The name of the project the report is connected to

Test Yesif the report is generated with the test database, No if the report is generated with the

production database.

Table 142: Add Reports Table Fields

e Add Reports buttons:

Option Description

Next Shows the next 50 table rows of reports.

Save Saves the highlighted report rows into the Reports table in the Detail frame.
Close Closes the window.

Table 143: Add Reports Buttons
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14.6.4 Adding report iterations to a company
If areport consists of several iterations, you may add one or more of these to the company. The company will
only be given access to the chosen iterations to that report. Read more about iterationsin chapter 11.12.

The Iterations button triggers a new window with iterations connected to the highlighted report in the reports tab
(see figure 329 below).

3 (Title is undefined) -- Web Page Dialog ; ed |
Reporthterations
Auailable Selected
B-Support 1-Sales
2-Marketing

3-Production
4-Engineering
a-Admpayment

==

==

Close |

Figure 329: Companies— add iterations

14.6.4.1 Selecting and deselecting iterations

Select iterations: Click to highlight the wanted iterationsin the Available frame, and then click the =% | button to
transfer them to the selected frame.

Unselect iterations: Click to highlight the wanted iterations in the Selected frame, and then click the =% | button
to transfer them back to the Available window.

Close window: Click the Close button to close the window.
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14.7 Enduser lists

Only a confirmit administrator can create an enduser list. The administrator gives permissions to other users for
accessto the list. When you click the Lists menu item under the Endusers menu, you will be brought to the list
overview:

Hame

Jlist1

Enduserists |
Template URL

|c0nﬂrmitdefaultj hitp:ifi-test0licustomenloginiogin.asp ?listid=46318 VWennesland, Rune 18.apr.01 181739 [Sef] [Delete

Creator Created

14.7.1 List fields

Figure 330: Lists—overview

Field Type Description

Name Text box The name of thelist.

Template Dropdown The template for the login page.
URL Link The URL to the endusers login page.
Creator Label The creator of thelist.

Created Label The date when the list was created
Set Link Activates the list item.

Delete Link Deletesthelist.

14.7.2 Field details
Some of the fields in the table above needs more detailed explanation:

Table 144: List Fields

Name: Only a confirmit administrator can change the name of alist.

Template: The template chosen here will decide the layout on the enduser login page. The following
fieldsin the WI template will affect the appearance:

0 Report header: Will be shown above the Login box.

0 Report footer: Will be shown below the Login box.

0 Report dark color: Decides the dark color of the Login box. Thisisthe color of the upper field

in the Login box.

0 Report light color: Decides the light color of the Login box. Thisis the color of the lower field

in the Login box.

0 Body attributes: The body attributes will apply to this page as for any other HTML page.

URL: Thisisthe URL that will be sent to the endusers. The default language for this page is English,
but can be changed by adding the following text to the URL:

&|=<langld>

The <langl d> should be replaced by the language Id that you want to set for this page, e.g. for

Norwegian, the link would be:
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http://......... /customer /login/login.asp?listid=46318& 1=20

e Set: When clicked, it will highlight the list row. This means that it will be chosen as the list you want to
work with. A list has to be chosen to get access to the menu items: Users, groups and companies under
the Endusers menu.

» Delete: When clicked, you will get the following warning window:

Microsoft Internet Explorer x|

W AR MIMG!
This action will delete many rows in the database,

Are you sure wou wank to continue?

(0] 4 I Cancel

Figure 331: Warning in Endusers Administration Window

If you choose to continue, you will delete the list with all connected companies, groups, users and their
connections to reports and iterations. Y ou will not delete any reports.
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15 Login Interface for End Users

End user is anew concept within confirmit. It is functionality that makes it possible for a user without
user access to confirmit, to get access to a set of reports through a private login.

End userslog on to a deployment-server rather than the usual authoring-server, where they have no
access to other functionality in confirmit apart from viewing reports, matrix-views or individual-
reports. The end user has to provide user-id and password when logging on to this page. This datawill
be validated against information lying in the database, before the user is allowed to view any reports.
The end user can only see reports that have been specifically assigned to him/her.

15.1 Login and View Report

The end users are provided with alink to alogin page where the reports especially assigned to him are
located. See picture below.

Thelink isfound under “End users’ -> “Lists” in the menu and under the title URL in the window for
“End user lists’.

Please Log In

Login

Demo Powered by confirmit

Figure 332: Login Page
e ThelLoginfields

Field Description
User Name Enter the user name
Password Enter the password

Table 145: Login Fields

To log in the user enters his user name and password, which has been given to him earlier, and presses
“Enter” or the “Login” button. Once the user has been logged in, the “Report Overview” window
appears. In thiswindow all projects where the user has access to reports, are listed in the left frame. If
the user clicks with the left mouse button on one of the projectsin the list, al reports the user has
accessto in this project are listed in the right hand frame. See picture below.



Report Overview

Overivew

Projects Reports

Report 1
Report 1 (Test)
Feport S

- lteration 2

- lteration 1
Fivat Wiew 1
Fivot Wiew 1 (Test)
Fivot Wiew 2

- lteration 2

- lteration 1
Test1
Test 1 (Test)

[User settings] [Change passward)

Powerad by confirmit

Figure 333: Report Overview

¢ Fieldsin the Overview window

Field Description
Projects List of projects of which the user has access to reports
Reports List (links) of reports to which the user has access

Table 146: Fieldsin the Overview Window

¢ Linksin the Overview window

Link Description
User settings Opens the page with the user settings
Change password Opens the page for changing password

Table 147: Linksin the Overview Window

To view areport the user simply hasto click on the desired report link. The report is opened in a new

window.

15.2 User Settings and Change Password

In the “Report Overview” window below, there are two links, one for user settings and one for
changing password. The “User settings’ link |eads to a page where the user may change the language
he or she wants to view the report in. All languages that are possible to use in confirmit will always be
listed in this dropdown box. If a user selects alanguage that the selected project and report is not
created in, the default language for the project will be used.
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If the check box “Open in new window” is checked the report will open in a new window/browser
instead of in the browser that is currently open. The “OK” button leads the user back to the “ Report
Overview” window. See picture below.

User settings

User settings

Japanese -

Demo Powered by confirmit

Figure 334: User Settings

e Fieldsin User settings window

Field / check box Description
Select language Select the language the reports are to be viewed in
Open in new window Selected reports are opened in a new window if checked

Table 148: Fieldsin User Settings Window

The “Change password” link leads to a page where the user may change his or her password. See
picture below.
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Change password

Change password

Powerad by confirmit

Figure 335: Change Password

e Fieldsin the Change password window

Field Description

User name Enter user name
Password Enter old password

New password Enter new password
New password (2™) Repeat the new password

Table 149: Fieldsin the Change Password Window

The new password has to be written twice. The “OK” button leads the user back to the “Report
Overview” window.
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16 Data Transfer

Response data (the answers to the questions in the surveys) can be exported from and imported to
confirmit projects. It is possible to export response data to SPSS, MS Excel and ASCI| files. Data can
be imported from ASCI| tab-delimited files.

Thefileswill use the labels that are used in the database, based on the question Ids.
Single

One column with atag identical to question id, and with answer precodes as contents
Open

One column with atag identical to question ID, and the answer text as the content.

M ulti

One column per answer alternative. Tag is equal to: question id_precode of the answer alternative.
Contents are: For anormal multi question either O (not selected) or 1 (selected); for Open Text Multi
questions the contents will be the entered text; for Ordered and Numeric Multi questions the contents
will be the number answered.

Grid

A column for each sub question (answers). Tag is equal to: question id_precode of the answer
aternative. Contents are the precodes of Scales.

Other

“Other: specify” in single, multi or grid questionsis represented in datafiles in the following way: Tag
isequal to question id_precode _other. Contents will be the answer text.

For exports and imports without loop variables the files will have one row per respondent. If the export
includes aloop variable, there will be one file for each loop. In the files containing the loop data there
will be one row for each loop iteration so there will be several rows for each respondent. Each row will
have the respid (system generated respondent id) of the respondent and the precode of the loop id for
the iteration as identifiers.

All exports will be sent as compressed files with .zip extension ("zipped") and may be extracted by
using standard software like WinZip®.

You can aso order MS PowerPoint® and MS Excel® exports of your reports and MS Word® exports
of the questionnaire.

16.1 Template Editor

Y ou may build templates to choose a subset of data fields for your exports and imports. Instead of
choosing all variables when preparing an export or import, you may choose one of these templatesto
get the subset you want.

The template editor allows you to specify templates both for the production and the test database. The
database is created when compiling a survey. Since this may have been done at different times for
production and test databases, and there may have been changes in the questionnaire in between, the
test and production databases may contain different fields. So before editing templates you have to
select which database you want to use and then click " Show".



FIELD CHOOSER TEMPLATE EDITOR PNIE0SG
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S fasdils Exportimport Nields
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035

Figure 336: Field chooser template editor

From the template list you may choose to Edit, Copy or Delete an existing template (select template
from the list and click the desired action), or make a new template by clicking New.

Field

Description

Template name

The name of the template.

Verbatim key field

Open Text questions that have no field width specified (see 5.2.1.5) will not be
included in the export files when you export to fixed width ASCII. (Open Text
guestions by default have no field width limitations, so if it is nhot specifically
applied to them, they are infinite.) So when exporting to fixed width ASCII, a
separate export has to be done for the Open Text questions (see 5.2.1.5
Properties). These files will by default have respid as identification of the
respondents, but if the data files include another id you would rather use (e.g. a
member id) this may be set in the “Verbatim key field”.

Std fields

These are standard system-generated fields.
Field

Description
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responseid

Respondent identification given at the time the respondent starts answering the
survey.

respid

Respondent identification given at the time the respondent is added to the
respondent list.

status

Status of the interview. Complete if the respondent has reached the end of the
guestionnaire (or a STOP node where statusis set to complete), screened if the
respondent has reached a stop node where status is set to screened, quota_full

if the respondent has reached a stop node where the statusis set to quota full,
and empty if the respondent has not finished the questionnaire.

interview_start

The time when the respondent entered the questionnaire. If the respondent is
allowed to re-enter the questionnaire, it will be the last time the respondent
entered the questionnaire.

interview_end

The time when the respondent finished the questionnaire, either from a STOP
node or by reaching the end of the questionnaire.

User defined fields

All the variables from the questionnaire, including hidden questions, but
excluding recoded variables.

Recoded fields

All recoded variables from the questionnaire (see Chapter 12)

Export fields

These are the fields that will be included in the exports done with this template.

Table 150: Template details

Y ou move variables from std fields, user defined fields and recoded fields to export fields by selecting
avariable and clicking > (or < to move it back) or by clicking >> to move all from the field. Y ou may
change the order of the variables by adjusting the list with Oand 0. Click on Save when you are
finished making changes to the template.
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16.2

Exports

Thefirst step isto choose the export type.

EXPORTS pO02a050 —

Select an export mechanism:

& Data Export
" 5PSS Exportvs.0
" Report Export

M3 Word Export

Figure 337: Choosing Export Mechanism

Export M echanism

Description

Data Export

Choose this for export of response data (the respondents answers) to MS
Excel®, ASCII text files or SPSS.

SPSS Export v6.0

Use thisto export to SPSS using the previous version of SPSS exports. This
should only be used for surveys where you have previously used the old
SPSS export to get identical formats on the SPSSfiles. For all new projects
we recommend selecting Data Export and then select the new SPSS export.
The v6.0 SPSS export requires SPSS to be installed on the server. It will
recode all single and grid variables, using precodes 1,2,3,... instead of the
precodes you have defined. If you use the SPSS export under Data Export,
the precodes you have defined will be used.

Report Export

Exportsto MS PowerPoint® and M S Excel® of the reports you have defined
for your project.

MS Word Export

Export the questionnaire (question texts and answer lists) to MS Word®.

Tablel51 : Export Mechanisms
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16.2.1

Data Export

DATA EXPORT pO02a059 —

Export survey production data to ASCIH or M3 Excel format.

Export properties

Project ID p03a0549
Export format |E}{|:el file j
Export template | All fields =l
Data export |Cumplete responses j

Partial exports r

Language |Eng|ish j
Character

Encoding I ANSI J
Recipient email |juhn@snmewhere.cnm

Comment |

Start time [ASAP =l

Figure 338: Data export

16.2.1.1 Export format

Export Format

Description

Excel file

MS Excel® file in the Office version specified in User Settings (see 3.2). The
variables may be split over several worksheets. Excel exports will never be
made in Excel 4.0 and older, since these old versions do not support more
than one worksheet for each workbook. The variable names will bein the
first row.

Delimited text file,
comma separated,
quoted

Comma (,) separated ASCII text file. All answerswill be inside quotes ("")..
The variable names will be in the first row.

Delimited text file, tab
separated, not quoted

Tab separated ASCI| text file. No quotes (*).. The variable names will bein
the first row.

Fixed-width text file

Fixed-width ASCII text file. Will give an export file of single, multi and grid
questions. If Open Text questions have field width specified (see 5.2.1.5),
they will be included as well. Exporting Open Text questions where the field

316




width has not been specified can be done by selecting "Open Text
Questions', or by selecting " Truncate Open Ends' (see 16.2.1.4). Thefield
widths will be equal to the field widths from properties of the questionsiif
provided or else to the default of the database. The fields with numeric
responses will be zero-filled, so e.g. aprecode 1 with afield width of 3 will
be reported as"001".

Excel definition file
for fixed-width text
file

Will generate a M S Excel® file with a description of the exported fixed-
width text file. (The information provided may be useful for other exports as
well.)

Field

Description

FormID
The Question (form) 1D
Var ID

The variable name. Form ID and Var ID will be equal for Single an Open
Text questions, but will differ for Grids and Multi questions. See the
beginning of this chapter for an explanation of the variable names of multis
and grids.

Start Col

The start position of this variable in the export file, counting characters from
left to right.

End Col

The end position of this variable in the export file, counting characters from
left to right.

Punch

Will list the possible punches (precodes) for these answers corresponding to
the texts in the Answer Text field.

Question Text

The text of the question.

Answer Text

The text of the answer. (Corresponding to Punch).
Data Type

Question type (or system generated type).

Level ID

Loop level. Givestheid of the loop this question isinside.

SPSS

Export afixed width file and a SPSS definition file. (see 16.3.1)

Open-end questions

Open-end questions are al open questions (Open Text questions, Other,
specify from answer lists or Multi questions with Open Text property
selected) that do not have afield width specified (see 5.2.1.5). They will be
included in the normal export of the tab- and comma-separated text files and
the Excdl files, but not in the fixed width text files. If you choose " Open-end
questions’ you will receive a"fixed-width" ASCI|I text file with three
columns. Respondent 1D, Question 1D and that respondents answer to that
Open-end question. The respondent ID will by default be respid, but you may
choose adifferent ID by selecting a different "Verbatim key field" in your
template (see 16.1). For open-ended questions inside loops, the loop id(s)
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will beincluded as well.

Table 152: Export formats

16.2.1.2 Export template

Choose between "al fields" or a user-defined template for a subset of the fields. (See 16.1 Template
Editor .)

16.2.1.3 Data Export

Choose if you want your export to include all responses, or just the ones with status " compl ete"
(default).

16.2.1.4 Open ends

For SPSS and fixed width ASCI| files the open ended questions (open text questions with no field
width specified) are by default not included becuase they are unlimited. But they can be included if
you choose to specify a field width with any of the following values: 8, 16, 32, 64, 128 or 255
characters. Answers longer than the val ue specified here will be truncated.

This choice is only available for fixed-width text file, Excel definition file for fixed-width text file and
SPSS export.
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Export properties

Project ID pO039059

L |

Export format | Fixed-width text file

L |

Exporttemplate | All fields

Data export |Cnmp|ete responses j
Open ends lgnare j
lgnore
Partial exports Truncate to 8 char
Truncate to 16 char
Truncate to 32 char
Language Truncate to 64 char

Truncate to 128 char
Character Encoding |Truncate to 255 char

Recipient email |jnhn@snmewhere.cum
Comment |
Start time |Asap =l

Figure 339: Truncating Open Ends

16.2.1.5 Partial exports

It is possible to export a partial data set for just a specific period of time, instead of the default of
exporting the entire dataset. Partial export can be done for export of response data files to all formats
(ASCII, Excel and SPSS), but not for the Excel definition file.

16.2.1.5.1 All responses

If "all responses” is selected for "Data export" you can limit the export by start date. Start date isthe
time the respondent opened the interview and it is stored in the variable "interview_start”.
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Export properties

Project ID pa03gnss

Export format | Excel file j
Export template | All fields =
Data export |P~.II responses j
Partial exports v

Start date |01 o = [rear -]
Language | English

Character Encoding |P~.NEI

Recipient email  [jchn@somewhere.com 2001 p
Comment |
Start time | Asap =

Figure 340: Partial export when " All responses’ is selected

Only responses corresponding to interviews that started on or after the specified start time will be
included in the export.

16.2.1.5.2 Complete responses

When "Complete responses’ is selected for "Data export”, the data export can be limited by end date as
well. End date is set at the same time asinterview statusis set, i.e. when the respondent reach a stop
node or the end of the interview, or when the SetStatus function is used in a script node. It is stored in
the variable "interview_end".
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Export properties

Project ID po03904a4
Export format | Excel file j
Export template | All fields -]
Data export |Cump|ete reSpOnses j
Partial exports v
Start date |01 =l o =lfzo01 &
End date Diay j |ru1|:|nth j |‘r’ear j
Dray o
Language 01 j
(03 Q
Character Encoding 04 o j
na
Recipient email 0E here.com
o7
Comment 08
na
10 -
Start time ASEP -]

Figure 341: Partial export when " Complete responses’ is selected

Only responses corresponding to interviews that started on or after the specified start time, and ended
before or on the specified end time will be included in the export.

16.2.1.5.3 Interviews generated with "Allow user to modify answers"

If theinterview is generated with "Allow user to modify answers after initial submission.” or "Allow
user to modify answers after the interview is complete.” the respondents are allowed to re-enter the
survey. Every time they re-enter the interview start timeisreset, and if they go through the entire
survey the end time will also be reset. This could lead to overlaps when using partial exports. But the
respid remains unique, so it will be easy to find duplicates in exports done at different dates.

16.2.1.6 Language

Select which language Question titles and labels should appear in from the project's active languages.
(Relevant only for Excel definition file and SPSS export).
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16.2.1.7 Character encoding

To support export of open text answers in surveys using Unicode (e.g. Chinese) it is possible to choose
the Character Encoding of the Export files. Y ou can choose between ANSI (default) and Unicode
character encoding.

16.2.1.8 Recipient email
The export file is sent to this mail address.

16.2.1.9 Comment

Use thisfield to specify details about your export to make it easier identifying the task in task
management.

16.2.1.10 Start time

Specifies when the report isto be put in the task list. Either immediately ("ASAP") or " Schedule for
later execution”, where you will be brought to Task Settings and may specify when the task isto
execute and set it up as arecurring task.
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16.3 SPSS Export

16.3.1 Default SPSS Export (recommended)
Choose SPSS from the Data Export menu to choose the default SPSS export.

Export properties

Project ID pO033059
Export format [sPss =l
Exporttemplate [ All fields -]
Data export |Cnmp|ete rESpONSesS j
Open ends |Ign|:|re j
Partial exports [

Language |Eng|i5h j
Character Encoding |ANEI j
Recipient email |jnhn@snmewhere.mm

Comiment |

Start time |Asap =

Figure 342: SPSS Export

The SPSS export will come as afixed-width ASCII file and a SPSS syntax file (with extension .sps),
not as a.sav file. (For a project with loopsit will be a set of files, one syntax file and a corresponding
fixed width ASCI| file for each loop in addition to the syntax and fixed width ASCI|I file for the
variables outside the loops).

The .sav file can easily be made by saving the fixed width ASCI| filein C:\temp on your compuiter,
then opening the syntax file in SPSS and run the script (see Figure 343: Run SPSS script).
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B p31569820 def administrator.sps - SPSS Syntax Editor
File Edit View Analyze Graphs TUtilities Fun Window Help

<116 2 ol Sllo| ] 3| 0l |
TITLE fi
| CDMMEDQTrE:ppDﬁJ?r?m cnnf rm|t 2203 2 |

Figure 343: Run SPSS script

16.3.1.1 Variable names

The SPSS syntax file will use the variable names in confirmit. For open text and single questions and
loop ids thiswill be the questionid (e.g. g1). For multi and grid questions the variable names will be on
the form question id + underscore + precode (e.g. g1 _1).

The maximum length of the variable namesin SPSSis 8 characters. This means that if some variable
names given in confirmit are larger than that, they have to be truncated. All the variable names (for user
fields) are given a consecutive number beginning with number 1 for the first field. The truncated
variable names will then be on the format @<number>.

Together with the SPSS syntax file and the fixed width ASCI| file there will be a mapping file showing
the variable names that have been assigned to all variables.

16.3.1.2 Variable labels

The variable labels are usually the same as the question texts. However, for multi and grid questions
the variable label consist of both the answer option for that particular item in the answer list and the
question text.

The maximum length of the variable labelsin SPSSis 255 characters. Variable labels longer than that
are truncated so that only the 255 first characters are shown in SPSS.

16.3.1.3 Type

The system fields "respid" and "responseid” will be of type numeric, "status" will be of type string and
"interview_start" and "interview_end" will be of type datetime.

The numeric open text question and all multi questions, except from the open text multi question, are
defined as numeric.

All open text questions are defined as string.

For single questions and grids the type will be numeric if all the precodes are numeric. If one or more
of the precodes are a string, the type will be string.

16.3.1.4 Values

The values will be the precodes answered for single and grid questions and loop ids. For ordinary multi
questionsit will be 0 (not chosen) and 1 (chosen). For open text questions it will be the text answered.

SPSS have alimit of 255 characters for values. If the survey contains open text questions with no
defined field width, you can choose to ignore these fields in the export, or you can choose to specify a
field width with any of the following values: 8, 16, 32, 64, 128 or 255 characters. Answers longer than
the value specified here will be truncated.

Empty fields ("null" in the SQL database) will be imported as " System Missing" in SPSS.

16.3.1.5 Value labels
The answer texts from confirmit are used as value labelsin the SPSS syntax file.

The maximum length of the precodes in SPSSis 8 characters. In confirmit, the default size for a
precode in the database is 32 characters. This means that you have to specify field widths of maximum
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8 characters on your single and grid questions for the syntax file to include value labels for single and
grid questions.

The maximum length of the value labelsin SPSSis 60 characters. Value labels longer than that are
truncated so that only the 60 first characters are shown in SPSS.

There are no value labels for open text questions and multi questions.

16.3.2 SPSS Export v6.0

Export properties

Project ID pO0390549
Datahase | Production j
Language | Enalish j

Recipient email |juhn@sumewhere.cnm

Comment |

Starttime  |ASAP =l

Figure 344: SPSS Data Export

The v6.0 SPSS® Export will generate two files: A SPSS file (with the extension .sav) and an ASCI|
text file with a description of the Variable-ID mappings. SPSS variable IDs are restricted to alength of
8 characters. Question IDs that are longer than 8 characters will be replaced with 1Ds of the format
"@n" where nisanumber. Thetext file hasalist of all the variables, their name in confirmit and their
corresponding names in the SPSSfile.

Thisversion of the SPSS export will not use the precodes you have defined in your answer list, but will
always do arecoding giving them values 1,2,3,... etc. This SPSS export version will eventually be
removed and should only be used for project where you need the exports to match your previous SPSS
exports.

SPSS Export property Description

Report data The data set you want an export from. Either "Production data" or
"Test data"

Report language The SPSSfile will include the question text and labels from the
questionnaire in the language selected here. Choose from active
languages.

Recipient email address The export is sent to this mail address.

Batch job comment This comment will appear in the comment field of the Task
M anannnmannt licdka | lon it ta Aicdincnaich hahvainan tandl, e
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Management lists. Use it to distinguish between tasks.

Start time Specifies when the report shall be put in the task list. Either
immediately (ASAP), or "schedule for later execution”

Table 153: SPSS Export properties

16.4 Report Export
For adescription see Chapter 11.

16.5 MS Word® Export

Y ou can also export your questionnaire to MS Word® format. Thiswill export the last compiled
version of the questionnaire. It does not include any kind of skip logic.

Export properties

Project ID po0350549
Database | Froduction j
Language | English j

Recipient email |jnhn@snmewhere.cum

Comment |

Starttime  |ASAP =l

Figure 345: MS Word Export

Word Export property Description

Database The data base you want an export from. Either "Production” or
"Test". Remember that the export will give you the questionnaire
from the last compiled version of the database you choose. Test and
Production database may differ.

Language The questionnaire will be exported in the language selected here.
Choose from active languages.

Recipient email address The export is sent to this mail address.

Batch job comment This comment will appear in the comment field of the Task
Management lists. Use it to distinguish between tasks.

Start time Specifies when the report shall be put in the task list. Either
immediately (ASAP), or "schedule for later execution"

Table 154: SPSS Export properties
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16.6 Imports

Response data from other systems or from other confirmit projects can be imported into a confirmit
survey. This makesit possible to compare data and to do al reporting inside confirmit.

Importing is accessible from "Data Transfer->Imports" after selecting a project.
Y ou can choose between two different kinds of data import:

«  “Upload files’ — Immediately upload response data file(s) from the client machine (your own
computer or network)

e “Pick up filesfrom server” — The import file(s) are placed on a designated server area and a
task is executed to pick up the file(s) from there.

The user must also select a database to upload thefile to, either “Production” or “Test”.

Data Import

Project ID  p0039058

Datahase IPrnductinn "I

& Upload files

" Pick up files from server

Submit

Figure 346: Data import

16.6.1 File names

The file names can use alphanumeric characters(0...9a...ZA....Z) and underscore (_). They can not
include blanks.

If the questionnaire does not contain loops, the file can have any name. If the questionnaire contains
loops the response datais located in different files, one for the top level and one for each loop.

The user should only specify the top-level filename (atxt file) if thisisthe only file to be uploaded. If
loop files are to be uploaded as well, all the files have to be placed in azip file. The file containing the
top-level variables (outside all loops) must have the same name as the .zip-file, and the files with the
loop variables have to be named <top _level file name>_loopid. E.g. if the name of the zip-fileis
data.zip, the top-level file must be named data.txt and the file containing data from the loop with loopid
11 must be named data | 1.txt.

16.6.2  The import files
The import files have to be tab delimited ASCII files.

Thefirst row has to have the variable names, and they have to correspond with the variable namesin
confirmit. The contents have to correspond with the precodes used in confirmit for single and grid
questions and have to be 0 for not chosen and 1 for chosen for multi questions. Since tab is used as
delimiter in the file, open text fields will not be permitted to include tabs.

Question type L abel Content

Single The questionid. (e.g. q1) The precodes of the answers.

Open The question id. (e.g. ql) The text answered (or numbers if
numeric property is used)
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Multi The question id + underscore + Ordinary multi: O for not chosen (false)/1
precode of the item (answer) (e.g. for chosen (true)
g2_1) With open text property: The text
answered (or numbersif numeric
property is used)
Grid The question id + underscore + The precodes of the answers (from scale).
precode of the item (answer) (e.g.
q2_1)
Other The question id + underscore + The text answered.
precode of the corresponding item in
the answer list + underscore + "other"
(e.g. g3 _2 other)

Table 155: Question Labelsin Import Files

16.6.3 Upload files

Choose the file by browsing or specify the path of the file. Then click Set properties.

Import file |C)iDocuments and SettingstjohnmDesktop)  Browse... |

Figure 347: Choose file

Then you have to specify the "Import properties' for thisimport.

Project ID po03g0sy

Import properties

Import template | Al fields

-

Key field |

Decimal symbuol Im

Email |jnhn@anmewhere.mm
Validate response Im

Start time |Asap =l

Type of uploading & Append
" Update

Upload

Figure 348: Import properties— Upload files

Property Description
Project ID The current project id. Theimport file will be imported to the
Antalhana Af thin nrai ant
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database of this project.

Import template

Choose between "All fields' or a Data transfer template defined in
template editor.

Key field

Thekey field is used as aunique identifier. It is used to indicate
which records that are to be updated and which are to be appended.
Thekey field is also used to map the responsesin the top-level file
with the responses in loop response files. The key field have to exist
in both the import file(s) and the database.

Decimal symbol

The decimal symbol that is used for numeric values. Choose between
point (.) and comma (,)

Email

Error files and log files generated during processing of the import
fileswill be sent to the specified email addressin azip file.

Validate response

The default value is“Yes’ in the “Validate response” drop down box,
meaning that the import files are validated with respect to necessary
fields and legal responses. If you select “No” not all validation
routines are executed. Use this with caution. Y ou should be very
certain of the quality of the import filesto do this.

Start time Select ASAP to immediately place the task in the batch queue for
execution, or "Schedule for later execution" to use the Task Manager
to specify when the task should be executed.

Type of uploading If you select “ Append” the new response data will just be appended to

the already existing data, if any. If you select “Update” the response
data that has a matching key field in the database will be updated.
Records in the import file that has no matching key field in the
database will just be appended.

Table 156: Import Properties

When you press the “Upload” button the import task will be given atask ID and depending on the
selected start time the task will either be carried out immediately or placed in the Task Manager for

execution as soon as possible.

16.6.4  Pick up files from server
After selecting "Pick up files from server" you are brought directly to "Import properties'.
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Import properties

Project ID po0390as

Impaort file |

Import template | All fields =l
Keyfield |

Decimal symhol Im

Email |juhn@snmewhere.cnm

Validate response I‘r‘es 'I

Type of uploading % pAppend

O Update

Figure 349: Import properties - Pick up files from server

Property Description

Project ID The current project id. The import file will be imported to the
database of this project.

Import file Here you specify the top level filename, or the zip file to be imported.

After setting the properties the file must be moved to the
"SharedData" data area on the server (consult your system
administrator) with the following name: taskid_<taskid>, where
<taskid> is the given taskid for the task.

Import template

Choose between "All fields" or a Data transfer template defined in
template editor.

Key field

Thekey field is used as aunique identifier. It is used to indicate which
records that are to be updated and which are to be appended. The key
field is also used to map the responses in the top-level file with the
responses in loop response files. The key field have to exist in both
the import file(s) and the database.

Decimal symbol

The decimal symbol that is used for numeric values. Choose between
point (.) and comma (,)

Email

Error filesand log files generated during processing of the import files
will be sent to the specified email addressin azip file.

Validate response

The default valueis“Yes’ in the “Validate response” drop down box,
meaning that the import files are validated with respect to necessary
fields and legal responses. If you select “No” not all validation
routines are executed. Use this with caution. Y ou should be very
certain of the quality of the import filesto do this.

Type of uploading

If you select “ Append” the new response data will just be appended to
the already existing data, if any. If you select “Update” the response
data that has a matching key field in the database will be updated.
Records in the import file that has ho matching key field in the
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database will just be appended.

Table 157: Import Properties 2

Thetask is placed in the Task Manager with a unique task ID along with the rest of the parametersin
exactly the same way as with the uploading. The only difference is that the user cannot choose to
execute the task as soon as possible.

When you click Upload, a new folder is created in the “Shared Data” data area on the server (consult
your system administrator) with the following name: tasked_<taskid>, where <taskid> isthe given
taskid for the task.

The import files have to be put in that folder on the server before the task is set to execute, or elseit
will fail.
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17 APPENDIX A: confirmit Script Reference

17.1 Accessing Survey Variables

f function

Description
Accesses survey variable values.
Declaration

f(qD, [exprl[, expr2,...]1]1)

Y ou may think of f asamnemonic for form, which is place in the questionnaire definition where all
variables are declared.

gD isthe ID of the form, as specified in the form’s properties, where the variable(s) in question are
declared.

[exprl], expr2,...]]: none or more expressions used to identify a specific iteration if the question is
defined inside aloop. Within loops, tables of variables are associated with each question
instead of the single item normally used. Each expression should evaluate to avalid loop
iterator value, starting with the value of the innermost nested loop. |If the number of
expressions provided is less than the current 1oop nesting level, then the current values will be
used for the loop iterators of the enclosing blocks.

Say that you have a question — q1 — placed inside aloop over the set {"1","2","3", ...}.

During execution of loops, the default values of [exprl][, expr2,...]] are set to the current values of each
loop'siterator variable. In our case, this means that the default value for exprl will be“1”, “2”, etc. If
you want to refer to ql's value within the current iteration you simply use:

f("a1")

Call
f("a1", "17)
f(ra1r, "2")
etc..

if you need to refer to answers given in a specific iteration. Explicit qualification is only necessary if
you need to refer to an answer given in a previous iteration or when execution flows past the loop
where the question is defined.




The function returns different types of objects depending on the form type:
single: coded variable with avalue domain equal to the “precodes’ in the answer list of the form.
open: open variable

multi: set of dichotomy variables with member names corresponding to the “precodes’ in the answer
list of the form.

multi with OpenText checked: set of open variables with member names corresponding to the
“precodes’ in the answer list of the form.

grid: set of coded variables, each with a value domain equal to the “precodes’ in the form’'s scalelit,
and with member names corresponding to the “precodes’ in its answer list.

17.1.1 Variable Types
confirmit currently provides support for three types of variables:

e Coded variables are assigned distinct values from a pre-coded domain of alternatives. In
confirmit users enter the responses to coded variables by use of groups of radio buttons or
dropdown lists. Single forms declare one and grid forms a set of coded variables.

< Dichotomies may be assigned the integer values 1 or 0, which denote a positive or a negative
response respectively. confirmit uses checkboxes for input of dichotomies. These variables are
declared in multi forms.

e Open variables have an unbounded value domain. In expressions, they are treated as strings. Y ou
declare open variables in open forms or by checking the OpenText and/or Ordered property for a
multi form.

Compounds group one or more variables that are defined in the same form. In confirmit a compound
is defined for each multi or grid form.

Type information is available at run-time by examining an object property. For each variable type a
different property is defined:

Property Description
x. CODED Object represents a coded variable.
x. OPEN Object represents an open variable.
x. DI cCHOTOWY Object represents a dichotomy.
x. COVPOUND Object represents a compound.
Example:
function foo(qlD)
{
var v = f(ql D);
i f (v.CODED)
return "" + v.val ue():
else if (v. COVPOUND)
return "" + v.categories();
}
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17.2 Useful functions and methods

This section describes some functions and methods that are useful when you are building
questionnaires. The functions and methods can be used in validation codes, in precode masks, in
conditions or in script elements. Remember that the examples only show you one possible use of the
function.

17.2.1 Basic variable objects

17.2.1.1 .get()

Returns the associated value (precode). Most often the f (‘qID’) function will return exactly the same as
f(‘qlD").get(). However, for ordered multi questionsit is necessary to use the .get() method.

Example: Y ou want to ask your respondents a question about the alternative they have ranked as
number onein an earlier ordered multi question. Then you may add this generic function in a script
node:

function rankedfirst(qid){
var strfirst;
strfirst =""

var precodes=f (qi d).domai nVal ues();
for(var i=0; i<precodes.length; ++i) {
var precode=precodes[i];

if (f(qgid)[precode].get() == “1"){
strfirst = f(qid)[precode];
}
}
return strfirst;
}

In the precode mask property you call this function.

17.2.1.2 .set()

The .set() method sets one object equal to another object. Notice that the .set() method is not the same
asthe set() function, described in 17.2.7.2

Example:
f("qID1").set(f("glD2"))

17.2.1.3 .label()
Returns the label in the current language.

17.2.1.4 .value()
Similar to .get(). Returns the value (precode)

17.2.1.5 .valueLabel()
Returns the label (text from answer list) in the current language.

17.2.1.6 .values()
Returns an array of the values of each item in the answer list.
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17.2.1.7 .categories()

Returns an array of all precodes (from the answer list) with an answer (checked in multi/answered in
grid).

17.2.1.8 .categoryLabels()
Returns an array of labels (text from Answer list) associated with each category in the current language

17.2.1.9 .domainValues()
Returns an array of al valid values (precodes) for coded variables.

Returns an array of all categories (the precodes from the answer list) for compounds.

17.2.1.10 .domainLabels()
Returns an array of al labels (texts from answer list) in the current language.

17.2.1.11 Some practical use()

.get(), .value(), .values() and .categories() are used to ensure that you get the values stored in the
database returned. In most contexts you wouldn't need to use it, because f("qID") will give you exactly
what you want, but you may e.g. sometimes want the precodes or the values answered to be piped in
instead of the labels (in * mode in the question text).

When you use M("glD™)?, by default you will get the labels piped in for all question types other than
open text questions, where you get the value answered. But perhaps (for some reason) you for example
want the precode (or precodes) to be piped in instead. Then you may use these functions.

.value() gives the value stored for that field. For f("glD").value() on asingle question it will be the
precode of the answer, for an open text question it will be the text answered, for

f("glD")["precodel D"].valug() on amulti question it will be 1 or 0 (or nothing) depending if the answer
with precode "precodel D" has been selected or not(or the question has been asked), and on agrid it will
be the precode of the answer to the item from the answer list with precode "precodel D".

f("qID").values() gives an array of the values of question gID. If it isamulti question it will be an array
with 1'sand O's depending on which itemsis selected, if it isagrid it will be the precodes of the
answers.

f("glD").categories() gives an array of precodes of items that are answered on question gID (where
.toBoolean() returns TRUE). For amulti thiswill be all itemsthat are selected. For agrid it will be al
items that are answered (normally in agrid all items are required, so thiswill return an array with all
precodes from the answer list).

f("glD").domainVaues() givesan array of all the precodes in the answer list (all possible
answersg/precodes). This may be very useful in scripting when you want to do some checking on all
elementsin amulti or agrid (e.g. to set a precode mask based on the answers of agrid or to copy a
multi question into a hidden multi variable - or something like that.)

Example: Use this function to copy a multi into another:

function copymulti(fromto)
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{

var precodes=f (from . domai nVal ues()
var i;
for(i=0;i<precodes.|ength;i++)
{
f(to)[precodes[i]].set(f(from[precodes[i]])
}
}

.valuelL abel(), .domainLabels(), categorylL abels(), .domainLabels() are all functions to return the
variable label(s) on functions, either the label of a specific answer (.valueL abel()) or the labels of all
possible answers (.domainL abels() on a single question, .categoryLabels() on amulti or grid for the
answer list and .domainLabels() on agrid for the labels of the scale). They are used if you need the
|abels outside the  mode, in script nodes and validation code.

17.2.2  Arithmetic functions

17.2.2.1 Sum()

Returns the sum of its arguments. Valid argument types are numbers, arrays or any kind of variable
object.

Example: Y ou have a multi question with OpenText selected and want the respondents to enter a
percentage that sums up to 100%. Include this script in the Validation code property:

if (Sum(f('qlD).values())!=100){
Rai seError();

Set Err or Message( Langl Ds. en, "Your responses added up to " +
Sum(f('qlD)) + ", they nust add up to 100");

}

17.2.2.2 Count()
Returns the number of arguments.

17.2.2.3 Average()
Returns the average of its arguments.

17.2.2.4 Max()
Returns the maximum of its arguments.

Example: Y ou ask the respondents how much time in hours they spend watching some TV channelsa
week in amulti question with OpenText selected. Y ou want to ask a follow-up question if some TV
channel(s) is(are) watched for more than 15 hours a week.

Include this condition:
IF Max(f('ql D)) > 15 THEN...

17.2.2.5 Min()
Returns the minimum of its arguments.
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17.2.3 Conversion

17.2.3.1 .toString()
The .toString() method converts the variable to a string.

17.2.3.2 .toNumber()
The .toNumber() method converts the variable to a number (see 6.3.3 for details).

17.2.3.3 .toBoolean()

The .toBoolean() method converts the variable to a Boolean (TRUE/FALSE). If you use an expression
like thisin a validation code:

if(f("qlD').toBool ean())

-and gID isasingle question, it would be TRUE if it is answered, FAL SE otherwise

-and gID isaopen text question, it would be TRUE if it is answered, FAL SE otherwise
-and gID isamulti question, it would be TRUE if one or more of the checkboxes is selected, FALSE
otherwise

-and gD isagrid, it would be TRUE if one or more of the elementsin the answer list has an answer,
FALSE otherwise (so there might be some answers missing in some lines)

If you use
if(f("qlD")["1"].toBool ean())

-and gD isamulti question, it would be TRUE if the element with precode "1" is selected, FALSE
otherwise

-and gID isagrid question, it would be TRUE if the element from the answer list with precode 1" is
answered, FALSE otherwise

Example: Y ou have amulti question (gl) and want the respondents to select at least one answer. By
default you don’t have to select any answersin amulti question, even with the Answer Required test
selected (see 0). You have to include a script like thisin g1’ s validation property:

if (!f('ql").toBool ean()){
Rai seError();

Set Error Message(Langl Ds. en, "You nust provide at |east one
answer!");

}

17.2.4 Classification functions

17.2.4.1 IsNumeric(arg)
Returns true if the argument is numeric.

Example: Y ou have a multi question with the OpenText property selected and want the first answer
input to be numeric.
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if(('IsNuneric(f("qlD')["1"])) && (f("qlD")["1"] !'="")){
Rai seError();

Set Questi onError Message(Langl Ds. en, "Not a valid nunber! Please
correct!");

}

In this example you don’t want the user to get an error message when the first answer is left empty.
That's why we have included the second comparison.

Note that you could use the property Numeric as an alternative (see 5.2.1.5 for details)

17.2.4.2 IsInteger(arg)
Returnstrue if the argument is an integer.

17.2.4.3 IsDateFmt(arg, format)
Determine whether the provided argument isavalid date according to format.

Within a date format, the following character sequences have special significance:
Y: Y ear, four digits.
YY: Y ear, two digits.
YYYY: Year, four digits.
M: Month number, one or two digits.
MM:  Month number, exactly two digits.
D: Day number, one or two digits.
DD: Day number, exactly two digits.
All other characters are treated as separators.

All parts are optional. If omitted, then the system date is used to determine month and year and the
number 1 isused for the day.

Century interpolation for 2-digit yearsis handled with a break-point value of 10: values between 0-10
are interpreted as the years 2000-2010, while 11-99 are treated as 1911-1999.

IsDateFmt returns an object with the properties day, month, and year if the date is valid, null otherwise.

17.2.4.4 IsDate(day, month, year)
Determines whether the provided year, month, day combination constitutes avalid Gregorian date.

The month and year arguments are optional. If they are not provided then the current month and/or
year is used.

Century interpolation for 2-digit yearsis handled with a break-point value of 10: values between 0-10
are interpreted as the years 2000-2010, while 11-99 are treated as 1911-1999.

IsDate returns an object with the properties day, month, and year if the date is valid, null otherwise.

17.2.4.5 IsEmail(arg)
Checks whether arg has the format of avalid e-mail address.

Note: the function does not attempt any name lookups or address verification.

17.2.4.6 IsNet(quadIP, quadNet, quadMask)
Determines whether an | P address belongs to an Internet network.

Arguments:
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quadiP; The IP address, on quad form (X.X.X.X)
quadNet: The network number, on quad form.
quadMask: An optional mask, on quad form, if subnetting is used.

If no mask is provided then the number of bits that congtitute the network part of the addressis
determined from the address class type. In this case the function returns true if the |P address’ network
number isidentical to the supplied network number and it has a non-zero local address. Otherwise it
returns false

If amask is provided then the function returns true if the IP address network and subnet parts are
identical to the one supplied and the host number part is non-zero. Otherwise it returns false.

17.2.5 Context information

17.2.5.1 CurrentID()
Returns the current respondent ID, may be used to arbitrate between blocks of questions, etc.

17.2.5.2 CurrentPID()
Returnsthe ID of the project, e.g. p1234567.

17.2.5.3 CurrentSID()

Returnsthe s D of the current respondent. Each respondent is identified by two parametersin the url; r
and s.

17.2.5.4 CurrentLang()
Returns current language used.

Example:

f('link').set("http://ww confirmt.comwi/' + CurrentPlID() +
"li.asp?r=" + CurrentID() + '&=" + CurrentSID() + '& =" +
CurrentLang())

f('link") would then be something like:

http://www.confirmit.com/wi/p1234567/i.asp?r=214& SSKTQWXZF& =0

17.2.5.5 InterviewStart()
Returns the respondent’ sinterview start time.

17.2.5.6 InterviewEnd()
Returns the respondent’ s interview end time.

17.2.5.7 GetStatus()
Returns the current interview status.

17.2.5.8 SetStatus()
Setsthe current interview status. System interview statuses are "complete”, "screened” and "quotafull”.

17.2.5.9 Forward()
Returns true if moving forward through the questionnaire.
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17.2.6 Browser information

17.2.6.1 BrowserType()
Returns the browser type, as detected by the M SWC.BrowserType component.

Example: Together with the function BrowserV ersion()(see under), this information can be included as
hidden variables instead of having the respondents to enter this information manually in a question
themselves (see 6.7 for an example).

17.2.6.2 BrowserVersion()

Returns the browser version, as detected by the M SWC.Browser Type component (see 6.7 for an
example).

17.2.6.3 RequestIP()
Returns the I P address which the request originated from as a string on quad IP form.

17.2.7 Handling sets

17.2.7.1 a(qID’)

a("ql D") returnsthe complete set of precodes defined in the answer list belonging to gl D, no matter
if they are answered or not.

17.2.7.2 set()

set ("precode", "precode", ..) returnsaset consisting of the precodes you specify (see 6.7 for
an example). Notice that the set() function is not the same as the .set() method (see 17.2.1.2 for a
description of the .set() method).

17.2.7.3 nset()
nset (n) returnsaset populated with the members 1, 2, 3,...,n.

17.2.7.4 nnset()
nnset ( m n) returnsaset with valuesfrommto n: m, m+1,..., n-1, n (see 6.4.2 for an example).

17.2.7.5 .members()
Returns an array of all the set’s members. Typically used for iteration over the set’s members.

17.2.7.6 .union()
| . uni on(r) returnsanew set that isthe union of | and r (see 6.4.3 for details).

17.2.7.7 .isect()
| .isect(r) returnsanew set that istheintersection of | and r (see 6.4.4 for details).

17.2.7.8 .diff()
| .diff(r) returnsanew set that isthe difference between | and r (see 6.4.5 for details).

17.2.7.9 .size()
The size method returns the number of selected precodesin a multi question.

As an alternative to the size method you can use the Sum() function (see earlier in this chapter for a
description).
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Example: Y ou have amulti question and want to force the respondent to select exactly 3 answers. Then
select the not required property for that multi question and add this script in the validation code

property:

if(f("qlD').size()!="3")
{
Rai seError();

Set Quest i onError Message(Langl Ds. en, "You nmust sel ect exactly 3
answers!");

}

17.2.7.10 .inc()
Theinclude method is used to check if a set includes some specified precodes.

Example: The example shows a condition node where we check if a question does not include the
precode “99”. (could be an answer like “None of the above”).

IF1f('glD).inc('99') THEN...

Thisisawork around for the lack of GOTO functionality in confirmit. The example is an alternative to
IFf('qglD).inc('99") THEN GOTO... You haveto rephrase your GOTO logic.

17.2.7.11  .add()

The .add() method is used to add elementsto a set (see 6.7 for an example). When working with the
f(‘qlD")-function you should use the .union(set(...)) method instead (see 6.4.3 for details).

17.2.7.12 .remove()

The .remove() method is used to remove elements from a set. When working with the f(*qID’)-function
you should use the .diff(set(...)) method instead (see 6.4.5 for details).

17.2.7.13 Filter(qID,prefix)

Returns a set of precodes whose labels are prefixed by the supplied prefix. The Filter(qID,prefix) is
useful when you have long answer lists.

Example: Y ou ask the respondent to enter the first few charactersin an Open question (ql1). Then you
include a precode mask in the next question (g2):

Filter(’q2 ,f('ql))
Now, the answer alternativesin g2 will only include the ones with the supplied prefix, entered by the
respondent in g1.

17.2.8 General utilities

17.2.8.1 SendMail(from, to, subject, body)
SendMail can be used to send an email-message using CDONTS

Arguments:
from:  Message sender
to: Recipent's address.
subject: Message subject line
body: Message body

Example: Thisisan example used in a script node at the end of a questionnaire for registering to a
seminar.
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SendMai | (" nmarketing@onfirmt.conli,f("contact")["e-mail"],
"Confirmation - Expo Media 2000",
"Dear "+f("contact")["nanme"]+","+"\n"+"\n"

+"Thank you for visiting our microsite and registering for the Expo
Medi a 2000. This is a confirmation that you wish to attend this
sem nar:"+"\n"+"\ n"

+f ("semnar").label ()+"\n"+"\n"

+"Best Regards, "+"\n"

+" Mar ket i ng Executive"+"\n"

+"Future Informati on Research Managenent (FIRM AS'+"\n"+"\n"

A e e e e e e meae oo "+"\ n"
+"-- Email powered by confirmt --"+"\n"
e "

)

In the example information about the recipient is collected from a multi question with the open text
property selected and information about the seminar is collected from a single question. “\n” means a
line break

17.2.8.2 Redirect(url))
Use this to redirect the respondent to another site, e.g.

Redi rect ("http://ww. yahoo. cont')

If you want to use thisinstead of the normal "Thank you"-page with the "OK" button, you probably
want to set the status first by using the SetStatus() function.

17.3 Form Validation

17.3.1  Adding Your Own Validation Code

One of the form propertiesis atext box where you may enter arbitrary script code to validate answers.
Depending on the complexity of the validation problem, crafting this code may require a more detailed
knowledge of JScript than can be presented in this document. This presentation of validation codeis
limited to a description of the interface provided by the runtime for signaling errors and setting error

messages.

17.3.1.1 A typical Validation Code

A typical validation code would consist of a condition with an expression that evaluates to TRUE for
some type of error situation where you want the respondent to be unable to move to next page and you
want an error message to be displayed:

i f (expression)
{
Rai seError();
<sone function(s)setting the text of the error nessage(s)>
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17.3.1.2 RaiseError()

The RaiseError function signals to the interview runtime that the input entered in aformisinvalid and
that the form should be redisplayed with an error message.

17.3.1.3 Error Messages

When one or more questions on a page have an error, an error message will be displayed on top of the
screen informing the respondent that one or more of the questions on the page has errors (Default:
"Please answer all questions properly. Please review all questions on this page."), and more detailed
error messages will be displayed above the question(s) where the error(s) occurred.

Please answer all questions properly. Please review all questions on this page.

Please enter consecutive answers in the range 1 to 3.

Rank

Please rank the channels you watch on a reqular basis, 1 heing the one you like hest.

[ aBc
[ cnn
[ nec

Figure 350: Error messages
A number of functions are provided to manipulate the error messages:

ClearError M essage() — clear the error message at the top of the page (will remove the default error
message).

SetError M essage(langl D, message) — set the error message at the top of the page (will replace the
default error message).

Clear QuestionError M essage() — clear the error message for the current question (will remove the
default question error message).

AppendError M essage(langl D, message) — appends message to the current page's error message.
SetQuestionError M essage(langl D, message) — sets the error message for the current question.

AppendQuestionError M essage(langl d, message) — appends message to the current question's error
message.

langlD is alanguage identification. When conducting multilingual surveys you should provide one
message for each of the languages used for interviewing. The runtime provides an object Langl Ds
which maps language codes to the internal values of confirmit. The codes used are specified in the
international standard 1SO 639, and are listed in Appendix B. E.g. LanglDs.enis English, LanglDs.fr is
French and so on.

message is astring value with the error message you want to display. This could be atext inside
quotes, a Jscript string variable or you may use the ErrorTemplate function (below).

17.3.1.4 Some default functions for Conditions in Validation Code

The confirmit runtime provides a number of functions that may be used in the conditions of your
validation code:
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QuestionErrors() - returns TRUE if an error has been raised during validation, FALSE otherwise

MissingRequiredError () — returns TRUE if one or more required answers to a question are missing,
FALSE otherwise

ExclusivityError () — returns TRUE if an exclusive answer ("single punch") in amulti has been
selected together with any other alternative, FAL SE otherwise

SizeError () —returns TRUE if one or more open-ended answers exceeded the maximum length
specified in field width, FALSE otherwise

NotSpecifiedError () —returns TRUE if an alternative in an Other-Specify construct has been
selected/answered without filling in the associated " Specify” text box, FALSE otherwise.

NotSelectedError () —returns TRUE if a" Specify" value has been entered in the text box of an Other-
Specify construct without selecting/answering the associated alternative, FALSE otherwise.

RankError() —returns TRUE if the "Ordered" property has been selected for the form and the answers
to the questions are non-numeric, do not start at 1 or are non-consecutive, FAL SE otherwise.

NumericError () — returns TRUE if the “Numeric” property has been selected and the answer is not
numeric, FAL SE otherwise.

PrecisionError () —returns TRUE if the “Numeric” property has been selected and the answer can not
be stored within the defined precision, FALSE otherwise.

ScaleError() —returns TRUE if the “Numeric” property has been selected and the answer contains
more decimals than in the defined scale, FAL SE otherwise.

RangeError () — returns TRUE if the “Numeric” property has been selected and the answer is outside
the defined range, FAL SE otherwise.

Example:
if (ExclusivityError())
AppendQuest i onErr or Message(Langl Ds. en,

Er ror Tenpl at e( " "DEF_EXCL" cannot be selected with any ot her
alternative."))

}

(Notice that you do not need to use RaiseError(). When ExclusivityError() is TRUE this situation is
aready marked as a error situation by standard validation).

17.3.1.5 Template Based Error Messages

The system allows you to use templates for your error messages in custom validation. For each error
type, various elements are filled in that can improve the information content of the messages you report
to theend users. Instead of simply using fixed strings for error messages, the Er r or Tenpl at e
function can be used to “plug in” information about the current question.

The syntax of ErrorTemplateisEr r or Tenpl at e( spec) where spec is astring with the template
specification. Inside the spec you may use different elements that are singled out with caret () as pre-
and suffix, e.g. "MISSING".

Example:

AppendQuest i onError Message(Langl Ds. en, Error Tenpl ate("*M SSI N&* has
not been answered."))

will append the text “label(s) has not been answered” to the error message.

Templates are available for all the standard validation.
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Missing required

The following template elements are defined when M ssi ngRequi r edEr r or () returnstrue:

MISSING Labels of all questions that lack answers, comma separated.
MISSING_AND Same as above, but with the word “and” separating the two last items.
MISSING_OR Same as above, but with the word “or” separating the two last items.

Example of use:

Pl ease sel ect an answer for ~M SSI NG_AND".

Exclusivity tests

The following template elements are defined when Excl usi vi t yError () returnstrue:

SEL_EXCL The labels of all exclusive (single punch) answers that were selected.
SEL_EXCL_AND Same as above, but with the word “and” separating the two last items.
SEL_EXCL_OR Same as above, but with the word “or” separating the two last items.
SEL_NEXCL The labels of al non-exclusive (multi punch) answers that were selected.

SEL_NEXCL_AND

Same as above, but with the word “and” separating the two last items.

SEL_NEXCL_OR

Same as above, but with the word “or” separating the two last items.

DEF_EXCL

The labels of the defined set, i.e. the unmasked options, of exclusive (single
punch) members in the inspected set.

DEF_EXCL_AND

Same as above, but with the word “and” separating the two last items.

DEF_EXCL_OR

Same as above, but with the word “or” separating the two last items.

DEF_NEXCL

The labels of the defined set of non-exclusive (multi punch) membersin the
inspected set.

DEF_NEXCL_AND

Same as above, but with the word “and” separating the two last items.

DEF_NEXCL_OR

Same as above, but with the word “or” separating the two last items.

Example of use:

Pl ease do not check "SEL_EXCL_OR* if you check other answers to the

questi on.

Other-Specify verification

The following template elements are defined when Not Speci fi edError () or
Not Sel ect edError () returnstrue;

OTHER Label of the aternative/input that requires specification in an Other-Specify
construct.
SPEC The specification
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Examples of use:
If you specify "OTHER" then pl ease select the "OTHER" opti on.
Pl ease specify if "OTHER" is chosen.

Answer sizetests

The following template elements are defined when Si zeEr r or () returnstrue:

TOO_LONG The labels of the inputs that were too long.
TOO_LONG_AND | Same as above, but with the word “and” separating the two last items.
MAX_SIZE The maximum allowed size.

Example of use:

The answers to ~"TOO LONG* were | onger than "MAX Sl ZE* characters and
have been truncated. Pl ease review.

Rank order tests

The following template elements are defined when RankEr r or () returnstrue:

RANK_MIN The label of the first member of the ranking scale, or 1 if the question is open
ended.

RANK_MAX The label of the nth member of the ranking scale, or n if the question is open
ended, where n is the number of itemsto rank.

Example of use:

Pl ease enter consecutive answers in the range "RANK M N* to
ANRANK_MAXM

Numeric error tests

The following template elements are defined when Numrer i cErr or () returnstrue:

NUMERIC_ERRORS Thelabels of all elements with a numeric error.

NUMERIC_ERRORS AND | Same as above, but with the word “and” separating the two last items.

Example of use:
Pl ease enter these answers in a nuneric format: ~NUMERI C_ERRORS".

Precision error tests

The following template elements are defined when Pr eci si onError () returnstrue:

PRECISION The defined precision

PRECISION_ERRORS Thelabels of al elements with a precision error.

PRECISION_ERRORS AND | Same as above, but with the word “and” separating the two last items.

Example of use:

346




Pl ease enter answers within the precision "PRECI SI O\,

Scaleerror tests

The following template elements are defined when Scal eEr ror () returnstrue:

SCALE The defined scale

SCALE_ERRORS The labels of all elements with to many decimals.

SCALE_ERRORS AND | Same as above, but with the word “and” separating the two last items.

Example of use:

Pl ease enter answers with no nore than "SCALE" deci nal s.

Rangeerror tests

The following template elements are defined when RankEr r or () returnstrue:

RANGE_MIN The label of the defined minimum value.

RANGE_MAX The label of the defined maximum value.

RANGE_ERRORS The labels of al elements with to many decimals.
RANGE_ERRORS _AND | Same as above, but with the word “and” separating the two last items.

Example of use:
Pl ease enter answers in the range "RANGE_M N' to "RANGE_MAX".
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18 APPENDIX B: confirmit LANGUAGE CODES

L anguage code Language Sub name Combident
54 Afrikaans af

28 Albanian q

1 Arabic ar
1025 Arabic Saudi Arabia ar_sa
2049 Arabic Iraq ar_iq
3073 Arabic Egypt ar_eg
4097 Arabic Libya ar_li
5121 Arabic Algeria a_a
6145 Arabic Morocco ar_mo
7169 Arabic Tunisia ar_tu
8193 Arabic Oman ar_om
9217 Arabic Y emen ar_ye
10241 Arabic Syria ar_sy
11265 Arabic Jordan ar_jo
12289 Arabic Lebanon ar_le
13313 Arabic Kuwait ar_ku
14337 Arabic U.A.E. ar_ua
15361 Arabic Bahrain ar_ba
16385 Arabic Qatar ar_ga
43 Armenian hy

77 Assamese as

44 Azeri az
1068 Azeri Latin az la
2092 Azeri Cyrillic az_cy
45 Basque eu

35 Belarusian be

69 Bengali bn

2 Bulgarian bg

3 Catalan ca

4 Chinese zh
1028 Chinese Taiwan zh ta
2052 Chinese PRC zh pr
3076 Chinese Hong Kong SAR, PRC | zh _hk
4100 Chinese Singapore zh s
5124 Chinese Macau SAR zh ma
5 Czech cs
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6 Danish da

19 Dutch nl
1043 Dutch Netherlands nl_nl
2067 Dutch Belgium nl_be
9 English en
1033 English United States en_us
2057 English United Kingdom en_uk
3081 English Australia en au
4105 English Canada en_ca
5129 English New Zealand en_nz
6153 English Ireland en_ir
7177 English South Africa en_sa
8201 English Jamaica en_ja
9225 English Caribbean en_ca
10249 English Belize en_be
11273 English Trinidad en_tr
12297 English Zimbabwe en_zi
13321 English Philippines en_ph
37 Estonian et

56 Faeroese fo

41 Fars fa

11 Finnish fi

12 French fr
1036 French Standard fr_fr
2060 French Belgium fr_be
3084 French Canada fr_ca
4108 French Switzerland fr_sw
5132 French Luxembourg fr_lu
6156 French Monaco fr_mo
55 Georgian ka

7 German de
1031 German Standard de de
2055 German Switzerland de sw
3079 German Austria de au
4103 German Luxembourg de lu
5127 German Liechtenstein de li
8 Greek el

71 Gujarati gu
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13 Hebrew he
57 Hindi hi

14 Hungarian hu

15 Icelandic is

33 Indonesian id

16 Italian it
1040 [talian Standard it it
2064 [talian Switzerland it sw
17 Japanese ja

75 Kannada kn

96 Kashmiri ks
2144 Kashmiri India ks in
63 Kazak kk
87 Konkani ki

18 Korean ko
1042 Korean Korea ko ko
2066 Korean Johab ko jo
38 Latvian Iv

39 Lithuanian It
1063 Lithuanian Lithuania It It
2087 Lithuanian Classic It_cl
47 Macedonian mk

62 Malay ms
1086 Malay Malaysian ms_ms
2110 Malay Brunei Darussalam ms_br
76 Malayalam ml

88 Manipuri ma

78 Marathi mr

97 Nepali ne
2145 Nepali India ne_in
20 Norwegian no
1044 Norwegian Bokmdl no_bo
2068 Norwegian Nynorsk no_ny
72 Oriya or

21 Polish pl

22 Portuguese pt
1046 Portuguese Brazil pt_br
2070 Portuguese Standard pt_st
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70 Punjabi pa

24 Romanian ro

25 Russian ru

79 Sanskrit sa

26 Serbian / Croatian S
1050 Serbian/ Croatian | Croatian sryu
2074 Serbian/ Croatian | Latin s la
3098 Serbian/ Croatian | Cyrillic ey
89 Sindhi sd

27 Slovak sk
36 Slovenian d

10 Spanish es
1034 Spanish Traditional Sort es es
2058 Spanish Mexican es_me
3082 Spanish Modern Sort es ms
4106 Spanish Guatemala es gu
5130 Spanish Costa Rica es cr
6154 Spanish Panama es pa
7178 Spanish Dominican Republic es dr
8202 Spanish Venezuela es ve
9226 Spanish Colombia es co
10250 Spanish Peru es pe
11274 Spanish Argentina es ar
12298 Spanish Ecuador es eq
13322 Spanish Chile es ch
14346 Spanish Uruguay es ur
15370 Spanish Paraguay es pa
16394 Spanish Bolivia es bo
17418 Spanish El Salvador es €
18442 Spanish Honduras es ho
19466 Spanish Nicaragua es ni
20490 Spanish Puerto Rico es pr
65 Swahili sw
29 Swedish sv
1053 Swedish Sweden SV_sv
2077 Swedish Finland sv_fi
73 Tamil ta

68 Tatar tt
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74 Telugu te

30 Thai th

31 Turkish tr

34 Ukrainian uk

32 Urdu ur
1056 Urdu Pakistan ur_pa
2080 Urdu India ur_in
67 Uzbek uz
1091 Uzbek Latin uz_la
2115 Uzbek Cyrillic uz_cy
42 Vietnamese Vi

512 Welsh cy
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19 APPENDIX C: RESERVED KEYWORDS
Thefollowing isalist of Reserved Keywords that should not be used as Question I Ds.

All questions starting with underscore ()

responseid
respid

rowguid

r

S

I (unless you want to useit as described in 8.5)
rid

interviewer

c

page

status
interview_start
interview_end
projectid

env
last_handled
callback
interviewerid
tries
never_again
in_use
not_in_guota
iterationid
order

comment
sample_category
noofemailssent
State

State

Only for use in respondentlists:
userid

password

language
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