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Introduction 
The headquarters software is a suite of connected tools for the administrator and headquarters users: 

¶ to track the overall progress of the survey (Reports),  

¶ to review completed interviews (Interviews),  

¶ to manage the human resources (Teams and Roles),  

¶ to specify survey instruments, create survey assignments with those instruments(Survey Setup) 

, and  

¶ to export the data collected from these assignments (Data Export).  

 

The difference between the headquarters and administrator users is that the administrator can create 

headquarters/observer user accounts, archive user accounts, and delete questionnaire templates from 

the headquarters server.  

The following section will provide an overview of each toolτReports, Interviews, Teams and Roles, 

Survey Setup, and Data Exportτand of how each tool works. The subsequent section will explore 

common actions the headquarters must take with these tools and, through that optic, delve into each 

component in more detail. 

 

Changing the Interface Language 
 

Survey Solutions interface for Headquarter and Supervisor users can be presented in different 

languagesτRussian, Chinese, or French. This article describes how to switch the interface to be 

presented in an alternative language. 

 

Recall that both HQ and Supervisor users work via a web browser. Switching the interface is done by 

telling the browser to request the content in a particular language. Note that this affects both Survey 

Solutions and other sites that are visited with the same browser. 

 

The remainder describes step-by-step instructions for the particular browsers you may be using. Other 

browsers likely to have similar functionality. 

  
Google Chrome 

The following instructions are based on Google Chrome version 50.0.2661.102. 

1. Start Google Chrome browser; 

2. Click on the drop down menu  and select Settings item; 

3. Click the Show advanced settings... link at the bottom; 

4. Click Language and input settings button; 
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5. Click the Add button in the Languages list to add a language you need. 

6. Drag and drop that language to the top of the list. 

 

7. Click Done. 

8. Close and restart the browser. 

 

Mozilla Firefox 

The following instructions are based on version 45.0.1 of Mozilla Firefox. 
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1. Start the Mozilla Firefox browser. 

2. Click on the drop down menu  and select Options item; 

3. Select Content tab. 

4. In the Languages section, click the Choose... button. 

 
5. Select a new language you want to add from the drop-down menu and click the Add button. 

6. Adjust the order of the languages to have the desired language at the top. 

 
7. Click OK. 

8. Close and restart the browser. 
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Microsoft Internet Explorer 

The following instructions are based on the version 10.0.9200.16750 of Microsoft Internet Explorer. 

1. Start Internet Explorer. 

2. Click the gear icon  to access the drop-down menu. 

3. Select Internet Options. 

4. In the General tab click Languages button: 

 
5. Click the Add... button to add the desired language. 
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6. Use the Move up and Move down buttons to change the order of the languages to have the desired 

language at the top of the list. 

 
7. Click OK. 

8. Close and restart the browser. 

 

If you are using a different browser the steps to take are likely very similar. See also the W3C 

Internationalization page for the additional information. 

 

The Components of the Headquarters Software 
 

Reports 

 

 
 

Reports provide headquarters with a summary of the status of fieldworkτof progress by questionnaire, 

by team or by geography. 

 

By quantity  
 

http://www.w3.org/International/questions/qa-lang-priorities
http://www.w3.org/International/questions/qa-lang-priorities
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Figure 1: List of report types in menu bar 

 

By template 
¢ƘŜ ά{ǳǊǾŜȅǎ ŀƴŘ {ǘŀǘǳǎŜǎέ ǊŜǇƻǊǘ ǎǳƳƳŀǊƛȊŜǎ the progress of each survey that headquarters is 

overseeing (i.e., data collection with a given template). The anatomy of the report is as follows. The 

ŎƻƭǳƳƴ ƭŀōŜƭŜŘ ά{ǳǊǾŜȅ bŀƳŜέ Ŏƻƴǘŀƛƴǎ ǘƘŜ ƴŀƳŜ ƻŦ ŜŀŎƘ ǎǳǊǾŜȅΦ ¢ƘŜ ǎǳōǎŜǉǳŜƴǘ ŎƻƭǳƳƴǎ correspond 

to each possible status of a survey assignment in the Survey Solutions survey workflow. (For a detailed 

explanation of the workflow and the statuses, see Appendix 1.) Each cell in the report captures the 

number of assignments that are in a given state for a given survey (e.g., number of ά/ƻƳǇƭŜǘŜέ 

assignments ŦƻǊ άIƻǳǎŜƘƻƭŘ {ǳǊǾŜȅ нлмсέύΦ 

 

 
Figure 2: Survey and Statuses report sample  

By default, this report summarizes the status of survey cases over all supervisorsτit reports the total 

sum of survey cases in each status, summing over all supervisors. This report can be filtered to provide a 

summary or focus on one supervisor at a time.  

 

To do this, click on the drop-Řƻǿƴ ƳŜƴǳ ōŜƭƻǿ άSupervisorsέ filter and select a name.  
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Figure 3: Surveys and Statuses tab page 

 

Doing so will yield a summary of progress for only the selected supervisor (Figure 4). In other words, 

filtering allows headquarters to focus on the progress of an individual supervisor. 
 

 
Figure 4: Surveys and Statuses tab page filtered by supervisor 

 

By supervisor 
¢ƘŜ άTeam and Statusesέ ǊŜǇƻǊǘ provides a status report for each supervisor. The first column of the 

ǊŜǇƻǊǘ ƭƛǎǘǎ ŀƭƭ ǎǳǇŜǊǾƛǎƻǊǎ ǳƴŘŜǊ ƘŜŀŘǉǳŀǊǘŜǊǎΩ ǎǳǇŜǊǾƛǎƛƻƴΦ ¢ƘŜ ǎǳōǎŜǉǳŜƴǘ ŎƻƭǳƳƴǎ ŎƻǊǊŜǎǇƻƴŘ ǘƻ 

each possible status of a survey assignment in the Survey Solutions workflow. Each cell captures the 

number of assignments in a particular status for a specific supervisor (Figure 5). 

 

.ȅ ŘŜŦŀǳƭǘΣ ǘƘŜ ά¢ŜŀƳǎ ŀƴŘ {ǘŀǘǳǎŜǎέ ǊŜǇƻǊǘ ǇǊƻǾƛŘŜǎ ŀ Ǝƭƻōŀƭ ǎǳƳƳŀǊȅ ƻŦ ǇǊƻƎǊŜǎǎ at the supervisor 

level. Headquarters can filter the report in order to obtain a more granular view of progress by 

questionnaire template. To do this, click on the drop-down menu located below άTemplateέ. Then, 

ǎŜƭŜŎǘ ŀ ǇŀǊǘƛŎǳƭŀǊ ǘŜƳǇƭŀǘŜ ǘƻ ǎŜŜ ŜŀŎƘ ǘŜŀƳΩǎ ǇǊƻƎǊŜǎǎ ŦƻǊ ǘƘŀǘ ǘŜƳǇƭŀǘŜ alone.  
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Figure 5: Teams and Statuses tab page. 

 

Doing so will generate a summary of progress for the chosen template. 

 

 
Figure 6: Teams and Statuses tab page filtered by template 

 

By map 
¢ƘŜ άaŀǇ wŜǇƻǊǘέ ǎƘƻǿǎ ǘƘŜ ƎŜƻƎǊŀǇƘƛŎ ƭƻŎŀǘƛƻƴ ƻŦ ŀƭƭ completed questionnaires on Google Maps. 
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Figure 7: Map report sample 

To use this report, first select άaŀǇǎ wŜǇƻǊǘέ ŦǊƻƳ ǘƘŜ wŜǇƻǊǘǎ ƳŜƴǳΦ This will open the interface for 

creating this type of report.  

Then, select the questionnaire you want to map from the Questionnaire drop-down menu.  

Next, select the version of the questionnaire. Some questionnaires may have only one version, while 

others may have multiple versions. For questionnaires with only one version, the user must select 

άǾŜǊǎƛƻƴ мέΣ ǘƘŜ ƻƴƭȅ ǾŜǊǎƛƻƴ ƻǇǘƛƻƴ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ ŘǊƻǇ-down menu. 

Finally, select the geo-location variable from the questionnaire that you wish to plot on the map, and 

ŎƭƛŎƪ ƻƴ ǘƘŜ ǊŜŘ ά!ŘŘ ƳŀǊƪŜǊǎ ǘƻ ƳŀǇέ ōǳǘǘƻƴΦ This will plot completed questionnaires on a map1, 

showing their geographical dispersion and providing some sense of where survey teams have and have 

not reached. 

                                                           
1 Includes survey cases with one of the following statuses: Completed, ApprovedBySupervisor, 
RejectedBySupervisor, ApprovedByHeadquarters, or RejectedBySupervisor. Only those survey cases that 
supervisors have synchronized to headquarters will be included in the map report. 
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Figure 8: Steps to create a maps report 

 

 
 

 

 

 

 

 

 

 

 
 

By quantity  
¢ƘŜ άvǳŀƴǘƛǘȅέ ǊŜǇƻǊǘ tab provides the following reports for each questionnaire template:  
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Number of completed interviews: Provides the number of completed interviews for each data 
collection team. Interviews that have been rejected and then completed are counted as an 
additional completed interview.  

 

Figure 9: Number of completed interviews report sample 

 

Number of interview transactions by HQ: Provides the number of headquarters approvals and 
rejections for each data collection team.  

 

Figure 10: Number of interview transactions by HQ report sample 

 

 

Number of interviews approved by HQ: Provides the number of headquarters approved 

interviews for each data collection team.   
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Figure 11: Number of interviews approved by HQ report sample 

 

Number of interview transactions by supervisor: Provides the number of supervisor approvals 

and rejections on interviews collected by each data collection team. 

 

Figure 12: Number of interview transactions by supervisor report sample 

 

 

 

 

 

By default, ǘƘŜ άvǳŀƴǘƛǘȅέ ǊŜǇƻǊǘ ŘŜƭƛǾŜǊǎ reports at the supervisor level. However, you can obtain a 

more granular view across one data collection team by selectiƴƎ ŀ ǎǳǇŜǊǾƛǎƻǊ ŦǊƻƳ ǘƘŜ ά¢eamέ column.   
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To use these report, first ǎŜƭŜŎǘ άQuantityέ ŦǊƻƳ ǘƘŜ wŜǇƻǊǘǎ ƳŜƴǳΦ ¢ƘŜƴΣ 

select ǘƘŜ ά¢ȅǇŜέ ƻŦ ǊŜǇƻǊǘ ŀƴŘ ǘƘŜ questionnaire template. 

 Select a start date for the report (From).  Next, define the time interval-- day, 

week, or month (Period), and the number of time intervals that you would like 

to display in the report (Period count). The maximum period count that can be 

defined is 12.  

 

 

 

 

 
 

 

 

By speed 
¢ƘŜ ά{ǇŜŜŘέ ǊŜǇƻǊǘ tab provides the following reports for each questionnaire template:  

Average interview duration: Provides the average time difference between the first recorded 

answer on a tablet and when the complete button is selected. 

 

Figure 13: Average interview duration report sample 

 






























































