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Introduction
The headquartersoftware is ssuite of connected tools fothe administratorand headquarters users
9 to track the overall progress of the surv@eports,
1 to review completed interview@nterviews),
1 to manage the human resourcebBgams and Rolgs
9 to specify survey instruments, create survey assignments with those instrurBemsy Setup
, and
1 to export the data collected from these assignmeriafa Export).

The difference between the headquarters and administrator users isthigeadministrator carcreate
headquartergobserver user accounts, archive user accounts, deldte questionnaire templatesom
the headquarters server.

The following section will provide an overview of each toBeports Interviews, Teams and Roles
Survey Setupand Data Export and of how each tool worksThe 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
languages Russian, Chinese, or Frenghis 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 @quest 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 stdyy-step instructions for the particular browsers you may be using. Other
browsess likely to have similar functionality.

Google Chrome
The following instructions are based on Google Chrome vessione61.102.

Start Google Chrome browser;

Click on the drop down mer== and selecSettingsitem;
Click theShow advanced settings.link at the bottom;
ClickLanguage and input settingsutton;



»
Languages
Add languages and drag to order them based on your preference. Learn more

Languages English {United States)

English {United States) % | Display Google Chrome in this language

English of Use this language for spell checking

Add
o Enable spell checking Custom spelling dictionary
Done

Click theAdd button in theLanguageéist to add a language you need.
Drag and drop that language to the top of the list.

»
Langjuages
Add languages and drag to ordes them based an your preference. Learm mos

Languages Russiam - pycconi

Russian * Display Google Chrome in this language

English (United States) Use this languacge for spell checking

English Offer to translate pages in this language

Ahd
of Enable spell checking Custom spelling dicticnary
Do

ClickDone
Close and restart the browser.

Mozilla Firefox
Thefollowing instructions are based on version 45.6fMozilla Firefox.



Start the Mozilla Firefox browser.

Click on the drop down menand selecOptionsitem;
SelectContenttab.

In the Languagesection, click th&€€hoose..button.

PN

Languages x

Web pages are sometimes offered in more than one language.
Choose languages for displaying these web pages, in order of

preference:
English/United States [en-us] Mowve Up
English [en] Move Down
Remowve
Select a language to add... - Add
OK Cancel Help

5. Select a nevanguage you want to add from the drajmwn menu and click thAdd button.
6. Adjust the order of the languages to have the desired language at the top.

Languages x

Welb pages are sometimes offered in more than one language.
Choose languages for displaying these web pages, in order of
preference:

French [fr] Mowve Up

English/United States [en-us]

Move Down
English [en]
Eemove
Select a language to add... = Add
OK Cancel Help
7. ClickOK

8. Close and restart the browser.
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5.

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

Start Internet Explorer.

Click the gear icoro access the drojplown menu.
Select Internet Options.
In the Generaltab clickLanguage$utton:

r

Language Preference @

Language Preference

Add the languages you use to read websites, listing in order of
preference, Only add the ones you need, as some characters can
be used to impersonate websites in other languages.

Language:
English (United States) [en-U5] Maove up

Prefix and suffix options
[ Do not add www' to the beginning of typed web addresses

Specify the suffix (for example .net) that should be added to
typed web addresses when you press Cirl + Shift + Enter.

Suffix:

[ Ok H Cancel ]

Click theAdd...button to add thedesired language.



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.

Language Preference ﬁ

Language Preference

Add the languages you use to read websites, listing in order of
preference. Only add the ones you need, as some characters can
be used to impersonate websites in other languages.

Language:

Ukrainian (Ukraine) [uk-UA Move up

English (United States) [en-5] —

Move down
Remowe

Prefix and suffix options

[7| Do not add "www!' to the beginning of typed web addresses

Spedfy the suffix (for example .net) that should be added to
typed web addresses when you press Cirl + Shift + Enter,

Suffix:

[ OK ] [ Cancel

7. ClickOK
8. Close and restart the browser.

If you are using a different browser the stepdadie are likely very similar. See also théC
Internationalizationpagefor the additional information.

TheCamponents of theHeadquartersSoftware

Reports

iff Reports ~

Reportsprovide headquarterswith a summary of the status dieldworkt of progress by questionnaire,
by team or by geography

Byquantity


http://www.w3.org/International/questions/qa-lang-priorities
http://www.w3.org/International/questions/qa-lang-priorities

Surveys and Statuses
Teams and Statuses

Map Report

Cumulative Interview Chart
Quantity

Speed

Figurel: List of report typeh menu bar

By template

¢KS a{dzNBSea IyR { il thezar&iess ofNdAchianiey thadhcadqubiders &a
overseeing(i.e., data collection with a given templatéhe anatomy of the report is as followEhe

O2fdzvy fF0SftSR a{ dz2NB¥Seé bl YS¢E O2yidl Aya dorke§pondl YS 27
to eachpossible status o& survey assignment in the Survey Solutions survey workflow. (For a detailed
explanation of the workflow and the states see Appendix 1) Each cell in the repoktapturesthe

number of assignments that are in a given state for a giservey (e.g.number ofd/ 2 YLIX S S¢
assignmentF 2 NJ ¢ 2dzaSK2f R { dzZNBS& HnmcéL

Filter 4 Hide filter SuNeyS and Statuses
Supervisors
Any v Supervisor  Interviewer Rejected by Approved by Rejected Approved
Survey Name assigned assigned Completed supervisor supervisor by HQ by HQ Total
to test Question Scope and Mandatory HTML (ver.6) 0 0 1 0 0 0 1]
all type of questions (ver.5) 1 0 0 0 0 1 2 4
2015 Zambia National Disability Survey Pretest (ver.3) 2 0 0 0 0 0 0 2

Figure2: Survey and Statuses report sample

By default, this report summarizes the status of survesesaover all supervisarst reports the total
sum of survey cases in each status, summing aNeupervisors. Thigeport canbe filtered to providea
summaryor focus onone supervisorat a time

To do this, clickonthedreR 2 6 Y Y Sy dGupeér8sbr&filier and selectname



Filter < Hide fiter Surveys and Statuses

Supervisors

v Any ' Supervisor  Interviewer Rejected by Approved by Rejected Approved
Asuperi Survey Name assigned assigned Completed supervisor supervisor by HQ by HQ Total
::?1 to test Question Scope and Mandatory HTML (ver.6) 0 0 1 0 0 0 0
mll“t all type of questions (ver.5) 1 0 ] 0 0 1 2 4

Figure3: Surveys and Statusesh page

Doing sowill yield asummaryof progressfor only the selected supervis@Figure4). In other words,
filtering allows headquarters to focus on the progress of an individualrsigae.

Filter 4= Hide filter Surveys and Statuses
Supervisors
Peter 5 Survey Name Created . Supervisor Interviewer Completed
assigned assigned
Household Survey 0 3 0 0
2016

Figure4: Surveys and Statusesh pagefiltered by supervisor

By supervisor

¢ K Sean and Statusés NBprdgidédi a status report for each supervisor. The first column of the
NBLRZ2NI fAada Fff adzZJSNIBAA2NBR dzy RSNJ KSI RIljdzF NI SN&E Q
each possiblestatus ofa survey assignment in the Survey Solutions workflow. Eactcagilres the

number of assignments ingarticularstatus for aspecificsupervisorFigure 5)

@ RSFldA G4 GKS a¢SkYa FyR {GF GdzaSadt thN@dpeidsth LINE O
level Headquarters can filter the report in order to obtaa more granular view of progress by
guestionnairetemplate. To do this, click on the dreown menu located belowiTemplat€. Then,
aSt SO0 F LI NLAOdzZ NI GSYLX IGS GaonaSS SIOK GSIyQa LI



Fitr | 4 Hide fiter Teams and Statuses
Template
Any ¥ Supervisors Supervisor Interviewer Rejected by Approved by Rejected by Approved by
assigned assigned Completed supervisor supervisor HQ HQ Total

Supervisord 0 1 0 0 0 0 0
hp1 3 0 0 0 0 0 0 3
Supervisor3 0 0 0 1 1 1 4
rout 0 7 2 0 0 0 0 9

Figure5: Teams and Statuséab page

Doing sowill generatea summaryof progresdor the chosertemplate.

Filter «+ Hide filter Teams and Statuses
Template
(ver. 3) Household S1 | 4 Supervisors - Created Supervisor Interviewer Completed
assigned assigned
Peter 0 3 0 0

Figure6: Teams and Status¢ab pagefiltered by template

By map
¢CKS dal L) wSLR2NI¢ aKz2ga conplBteddySestianNdirdsIKMG0ogle Maps. G A2y 2 F
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Figure7: Map report sample

To use this reportiirstselectd a I LJA wS L3 NI ¢ T NEPrhs will i@gn theSntedabdiatc Y Sy dzo
creating thistype ofreport.

Then selectthe questionnaire you want to map fromte Questionnaire drojglown menu.

Next, select the version of the questionnai®ome questionnaires may have only one version, while
others may have multiple versiornSor questionnaires with only one version, the usarst select
GOSNEAZ2Y MEéX (KS 2yfe QOSdwakehy 2LIJ0A2Y | OFLAfF6fS Ay

Finally selectthe geclocation variable from the questionnaire that you wish to plot on the map, and

Ot A0l 2y G(GKS NBR 4! R wiplaudoPldigd quasionndites din a dagzd G 2 y ®
showing their geographical dispersion and providing some sense of where survey teams have and have
not reached.

YIncludes survey cases with one of the following statuses: Completed, ApprovedBySupervisor,
RejectedBySupervisor, ApprovedByHeadquarters, or RejectedBySupervisor. Only those survey cases that
supervisors have synchronized to headquarters wilinotuded in the map report.

11



Questionnaire

Select questionnaire

Version

Variables

Questionnaire

5 omaey

Charfottesvil

Questionnaire

SAINT LUCIA Labour Fo

version
Select version

Clear all markers

Questionnaire

SAINT LUCIA Labour Fo

Version

Variables

Clear all markers

Questionnaire

AINT LUCIA Labou:

Version

Variables

Add markers on map

Currently on map

Figure8: Steps to create a maps report

Byquantity
¢ KS

G v dzl y tahpiovides tNellaiRinglieportsfor each questionnaire template




Numberof completed interviewd?rovides the number of completed interviews for ealzta
collectionteam. Interviews that have beerejected am then completed areounted as an
additional completed interview.

Number of completed interviews

(ver. 1) BENIN_IEES_MIDLINE_WB_2015_For-Field

Number of interview completions by a team. Rejected and then completed interviews are counted as separate completion events.

05/06/2015- 05/07/2015- 05/08/2015- 05/09/2015- 05/10/2015- 05/11/2015- 05/12/2015-

Team 05/07/2015 05/08/2015 05/09/2015 05/10/2015 05/11/2015 05/12/2015 05/13/2015 Average Total
cro 7 15 22 5 0 31 25 15 105
cs0 2 0 0 0 1 13 14 429 30
cio 28 8 8 2 0 13 0 8.43 59
céo 5 12 12 2 0 13 0 6.29 44
ca 7 32 0 0 0 0 2 5.86 41
C8o 6 23 26 0 0 47 28 18.57 130
C3o 10 13 5 0 1 31 3 9 63
ca 3 2 9 0 0 17 14 6.43 45

Figure9: Number of completed interviews repaample

Number of mterview transactiondy HQProvides the nmber ofheadquartersapprovals and
rejectionsfor each data collectioteam.

Number of interview transactions by HQ

(ver. 1) BENIN_IEES_MIDLINE_WB_2015_For-Field

Number of approvals and rejections performed by a HQ on questionnaires collected by a team.

05/06/2015- 05/07/2015- 05/08/2015- 05/09/2015- 05/10/2015- 05/11/2015- 05/12/2015-

Team 05/07/2015 05/08/2015 05/09/2015 05/10/2015 05/11/2015 05/12/2015 05/13/2015 Average Total
C70 5 3 0 0 0 0 23 4.43 31
c50 2 1 0 0 0 0 1 0.57 4
cio 0 17 0 0 1 0 21 5.57 39
c60 3 7 0 0 0 0 12 3.14 22
cso 2 3 0 0 0 0 22 3.86 27
c20 o0 14 0 0 0 0 30 6.29 44
c3 7 7 0 0 0 0 13 3.86 27
c40 3 1 0 0 0 0 3 1 7

FigurelO: Number of interview transactions by HQ repsample

Number of interviews approved by HRxovides thenumber ofheadquarters approved
interviews for each data collection team.
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Team
C70
Cs0
c10
ce60
c80
c20
C30

C40

05/06/2015-
05/07/2015

5
2
0

05/07/2015- 05/08/2015-
05/08/2015 05/09/2015
3 0

1 0

16 0

7 0

3 0

14 0

7 0

1 0

Number of interviews approved by HQ

{ver. 1) BENIN_IEES_MIDLINE_WB_2015_For-Field

Number of interviews collected by a team that were approved by HQ.

05/09/2015- 05/10/2015-
05/10/2015 05/11/2015
0 0

o] o]

0 0

o] o]

0 0

0 0

0 0

0 0

05/11/2015-
05/12/2015

0

o o o ©o

05/12/2015-
05/13/2015

20
1

21
12
22

28

Average Total

4
0.57
5.29
3.14

3.86

3.7

28
4

37
22
27
42
26

7

Figurell: Number of interviews approved by HQ repsaimple

Number of interview transactions by supervigenovides the numbeof supervisor approvals
and rejectionson interviews collected by each data collectieam.

Cc70
C50
Cc10
Ce0
c80
c20
C3ao0

C40

05/06/2015-
05/07/2015

6
2
0

05/07/2015- 05/08/2015-
05/08/2015 05/09/2015
8 3

1 0

17 0

7 0

4 11

15 0

7 2

1 0

Number of interview transactions by Supervisor

(ver. 1) BENIN_IEES_MIDLINE_WB_2015_For-Field

Number of approvals and rejections performed by a supervisor on questionnaires collected by a team.

05/09/2015-
05/10/2015

o o o

05/10/2015-
05/11/2015

0
1
0

05/11/2015-
05/12/2015

1
1
2

05/12/2015-
05/13/2015

25
3

21
12
22

28

Average Total

6.14
1.14
5.71
3.14
7.14
6.14
4.14

1.14

43
8

40
22
50
43
29

8

Figurel2: Number of interview transactions by supervisor repsannple

By defaulti

more granular view across one datallection team by selegfi 3

KS

Gvdzk y i A G &dportddbthésnBrvisBrieteh Ko®éN@r, you can obtain a

& dzLJS NIJ am2cdldmf.N2 Y

14
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To use theseeport, firsta St Quauititd FNRY (GKS wSLR2NIa YSydzd ¢KSy:
selecti KS a ¢ @ LJSé 2 dquestibBnale Minplatey R G K S

Selecta start date for the repor{From). Next, éfinethe time intervai- day,
week, or month (Period), and the number of time intervals that you would like
to display in the report (Period counfihe maximum period count that can be
defined is 12.

Byspeed
¢ KS & { LIS &RprovidéSthadlMdiing reports for each questionnaire template:

Average interview duratianProvides theaveragetime difference between the first recorded
answeron a tablet and whethe complete button isselected

Figurel3: Average inteview duration reporsample

15





























































































