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What’s New in this Revision?

Note: Only the latest changes to this documentation are listed here. Changes made to earlier revisions are
listed in the "Changes to the User Documentation” document which can be downloaded from the Confirmit
Extranet at https://extranet.confirmit.com.

The following changes have been made in revision 1 of the Confirmit Horizons v21 Professional and Standard Panels
User Guide:

e The text in the Action Tab section is edited to remove references to Code Completion (go to The Action Tab
on page 86 for more information).

e The Code Completion Functionality section is removed as it is obsolete.

e The text in the Multiple Panelist Editor section is edited to remove references to Code Completion (go to
Multiple Panelist Editor on page 113 for more information).

Note: The general layout and language in this document is continually being corrected, adjusted and
improved to ensure the user has the best possible source of information. Only NEW information and details
of functionality that has changed since the previous issue are listed here - minor corrections to the text and
document layout are not listed.

Important

We need your feedback so we can improve this document and provide you with the information you require. If
you have any comments or constructive criticism concerning the content or layout of this documentation,
please send an email to documentation@confirmit.com. Please include in your email the section number
and/or heading text of the section to which your comment applies.
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1. Introduction

Collecting feedback via the Internet gives tremendous possibilities. You can interview your employees and your
customers, and conduct surveys towards your markets, for example mapping the profiles of the people visiting your
web site. Within the Market Research industry, many agencies also use Panels to collect data and conduct research.

A panel is a group of people, possibly several million, who have agreed to be available to answer surveys. When a
prospective panelist first registers in the panel, he/she will typically answer a registration survey that will log personal
and other information such as work-related and household details. This information will allow the research company to
pick out of the panel samples of panelists who are suitable to answer particular surveys. For example, if you are
conducting a marketing survey for a client company that manufactures dog food, you will probably wish to include only
dog-owners in your sample. You can import people directly into the panel if you already have their information.

In Confirmit you can build a library of panelist interfaces, called Panel Portals, through which registered and potential
panelists can read about your panels and register themselves if necessary. Those who are already registered
(members) can log into the Panel Portal to answer new or previously started surveys, view their survey list, update
their profile, view their points etc. All these actions are conducted via the same interface.

A Panel can also be used by a company to hold information about its employees and/or customers. You can then
send specific people surveys based on the information in the Panel. For example, if you want to send a seminar
registration survey to all employees working in a particular city and a particular department, and who have not already
attended that seminar, then the panel will give you a sample containing the people matching these criteria, and upload
the list to the seminar registration survey.

Confirmit contains three "grades" of panel application; Basic panels, Standard Panels and Professional Panels.

e Basic Panels - this simple functionality is included as a part of the Confirmit Authoring application. The Basic
Panels functionality is described in the Confirmit Authoring User Guide.

e Standard Panels - this is a reduced set of the Professional Panels functionality. If you have a Standard
Panels license, use this user guide for information on Standard Panels functionality but be aware that much of
the information contained herein will not apply to you.

e Professional Panels - the full panels functionality.

This user guide explains the full Professional Panels functionality. Note that this guide should be read in conjunction
with the Confirmit Authoring User Guide, which explains how to create and set up the surveys. Be aware that some
functionality described herein, for example FTP import, may need additional licensing.

Note: The Professional Panel functionality is purchased as a separate add-on module within Confirmit.

Important

The browser manufacturers’ interpretations of web standards may vary, and this can result in slight
differences across the different browsers. Confirmit therefore recommends that users test their surveys,
Panel Portal projects, and Reportal Viewer/Public Reports, on different browsers to ensure they look and
function as expected/required on the different browsers.

1.1. Recommended Limits

Note: The Professional Panels functionality includes no built-in limits. However, due to the time and
resources used when processing large databases, you are strongly recommended to keep within the
following maximum values:

¢ Number of panelists — is dependent on the type of license you have:
0On Premise - up to 10 million.

00On Demand - up to 5 million. Panels larger than this must be approved in advance by the Confirmit On
Demand Operations team - contact support@confirmit.com, or an On Premise installation should be
considered.

e Survey history — up to 100 million records.
e Maximum number of variables in a panel - 500

e Maximum number of Columns in panel database - 4000

-1-
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Each single, numeric, date and open text question will occupy one column in the panel database. Multi
questions will occupy one column per answer alternative.

e Sampling (Memory on batch server, read from BitStream server and SQL server) — a maximum of 8
dimensions.

e Maximum number of cells in the sampling matrix — 100.000. This is calculated as the number of segments in
each dimension multiplied by the number of segments in the other dimensions. For example, if the matrix has
8 dimensions, where the number of segments is nl in dimension 1, n2 in dimension 2 etc. the total number of
cells will be n1*n2*n3*n4*n5*n6*n7*n8. This value must be a maximum of 100.000.

e Be aware that large BitStream generations will use considerable server processing resources, and can cause
delays for other users. Large BitStream generations should therefore be performed during off-peak hours.

* BitStream file set generation affects the BitStream server during generation and sampling, and will affect the
SQL server (reading) to a lesser degree. Therefore:

o Limit the number of open text fields included when sampling. BitStream files should only include the fields to
be used in filtering and sampling matrices, not the fields you need for the respondent file.

0 Open text fields that are to be part of the BitStream files should be limited to 4 characters.
o Note that Open text fields are not supported as segments in the sampling matrix.

o To optimize the panel database: use Boolean data types and numeric codes whenever possible, and
numeric ranges between 0 and 255 should be specified.

e The “Panelist registration / update profile project” checkbox in the Project Overview page should only be used
for surveys used for panelists signing up for the panel and updating their profile. It must not be used regular
data collection (research projects/surveys). If this box is checked for a project, it will be registered in the
project log.

e “Sample Only” surveys (add-on) are intended only for access panel providers that sell sample to 3rd parties,
for surveys for which the access panel provider does not run the data collection. The surveys used to redirect
panelists to external survey links and update status upon survey completion can contain up to 5 additional
questions (for example for rating the survey experience etc.), but are not to be used for regular additional data
collection.

Note: The actual limits will depend on the hardware configuration currently in use. Contact Confirmit Support
for further information.
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2. General Information

2.1. How to Access Professional Panels
You have two ways of accessing the Professional Panels functionality:

e Go to the Home > Professional Panels menu command.
e Click the Professional Panels item in the Quick Access pane.

In both cases, the Professional Panel List page opens.
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Figure 1 Example of the Professional Panel List page

This page lists the panels currently available to you. These may be panels that you have created or imported, or
panels that others have created and given you permission to access. The panel details presented in this list are as
follows:

e Panel ID - the unique identification number for the panel. This is allocated automatically by Confirmit when the
panel is first created. This is the link used to access the panel.

¢ Panel Name - the identifying name of the panel, given by the person who created it.
e Company — the company registered as the “owner” of the panel.

e Created By — the name of the person who created the panel.

e Created — the date and time the panel was created.

e Keywords - you can register keywords for a panel to make it simpler to locate when the panel list is
extensive.

To open a panel, click on its blue Panel ID link. The Panel Overview page for the selected panel opens (go to
Overview on page 29 for more information). Note that this page is also accessible via the Panel Utilities > Overview
menu command. To create a new panel, click the New Professional Panel button (go to How to Create a New
Professional Panel on page 3 for more information). To import a panel and selected rules, matrices etc. from a
different site, click the Import Remote Panel button.

2.2. How to Create a New Professional Panel

To create a new Professional Panel:
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1. Go to the Professional Panels List page by clicking the Home > Professional Panels menu command or by
clicking the Professional Panels item in the Quick Access pane.

2. Click the New Professional Panel button (located at the right end of the page's toolbar.)

The New Professional Panel overlay opens.

al Panel List

New Professional Panel

| Panel Name

Create Panel Cancel

Figure 2 The Professional Panel Name overlay

3. Type the desired name of the panel into the field.
4. Click Create Panel.

The Professional Panel is created and added to the list in the Professional Panels List page. The Panel
Overview page opens (go to Overview on page 29 for more information). Here you can add languages,
categories and keywords and edit the email address for error messages. To assist the user with creating the
panel, new panels will be created with a set of default Aggregated Variables. These variables are editable by
users after the panel is created.

2.3. How to Import a Panel from a Remote Site

This functionality enables you to import a Professional Panel from another site. The functionality includes importing
Portals, Rules, Rule Sets, Matrices and Linked Projects, and also re-maps to new projectlds and/or rulelds.

You can perform a remote import on only Portals, Rules and Matrices, but in this case re-mapping of ids will not be
performed. No data will be transferred during a remote import.

Note: This functionality can also be used to duplicate a panel and all its related objects on the same server.

To import a panel from a remote site:

1. Go to the Professional Panels list, and click the Import Remote Panel button located towards the right end of
the list toolbar.

The Import Remote Panel overlay opens.
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Import Panel Cancel

Figure 3 The Import Remote Panel overlay

2. Select the site you wish to import from.
3. Add the user name and password for that remote site.

4. Select or deselect the other items as necessary (go to Properties on the Import Remote Panel Overlay on
page 5 for more information).

5. Click Import Panel.

The panel and any select associated functionality is imported and the panel is added to the Panel List.

Important

Once you have imported everything, complete the registration survey (if it exists) and run the BS rule (if it
exists). If you do not do this and the selected data source on the matrices and jobs does not exist, the data
source will be cleared when you open and save the matrices and jobs.

2.3.1. Properties on the Import Remote Panel Overlay

The properties and settings are as follows:

e Remote Site - type in the domain name of the remote Confirmit site you want to import from (for example
author.euro.confirmit.com).

e Use SSL - select whether the transfer should be conducted using an encrypted channel.

Note: The remote host you are connecting to must support HTTPS for this to work.

e Username - the username at the remote Confirmit site you want to connect as.

Note: This user must have the SYSTEM_API_ACCESS permission at the remote site and read-access to the
schema you are trying to retrieve.

e Password - the corresponding password for your user at the remote Confirmit site.

-5-
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e Panelld - the id on the remote site of the panel you want to import.

Note: You must have read permission to the panel you want to import.

e Launch panel after import - select whether you want the database to be generated automatically once the
panel has been imported.

e Import Panel Rules - select if you would like to import all panel rules for specified panel. A maximum of 50
Rules can be imported, sorted by LastExecuted.

e Import Panel Rule Sets - select if you would like to import all panel rule sets for specified panel. A maximum
of 50 RuleSets can be imported, sorted by LastExecuted.

e Import Matrices - select if you would like to import all matrices for specified panel. A maximum of 50 Matrices
can be imported, sorted by LastUsed.

e Import Jobs - select if you would like to import all jobs for specified panel. A maximum of 50 jobs can be
imported, sorted by Modified.

e Import Portals - select if you would like to import all portals for specified panel.

e Import Linked Surveys - select if you would like to import all linked surveys for specified panel. A maximum
of 10 linked surveys can be imported.

e Reuse local database schemas - if enabled, this will attempt to find a local database schema which has the
same name as the schema associated with the remote survey. If such a schema is found, the local schema
will be used rather than importing the remote schema. When this checkbox is disabled, a schema in a remote
survey will always be imported, irrespective of how many times you import the survey.

e Reuse local survey layouts - if enabled, this will attempt to find a local survey layout with the same name as
the survey layout used by the remote survey(s). If such a survey layout is found, the local survey layout will be
used rather than importing the remote survey layout.

e Specify panel name - if you want to import the panel using a name different from that used on the remote
Confirmit site, check this box and input your own name. If not, leave this unchecked.

2.4. Disabled Features

When a new Professional Panel is created, some features that are not used very often will be hidden by default.
These features can be activated in the Panel Settings page (go to The Panel Settings Features Tab on page 128 for
more information).

2.5. The Search Facility

In an established company the list of registered panels may run into thousands, and a search through the list for the
one panel that you wish to use could be time-consuming. Confirmit therefore provides you with a set of filters so you
can reduce a long list to a manageable size.

e Panel Category — Click the down arrow beside the field to open a drop-down list of the panel categories,
select the appropriate category from the list and click Search. The list is reduced to only those panels that
have the selected category.

Note: You do not need to type the entire name or number into the appropriate field —in most cases the first
few characters will tend to reduce the list considerably.

e Panel ID - type in part or all of the required panel's ID number.

e Panel Name - type in the company name.

e Company — allows you to search for panels according to the company under which it is registered.
e Created By — allows you to search for panels created by specific users.

e Created— Select an operator and a date to search for, for example any panels created on or before a certain
date.

¢ Keywords — type a key word into the field to search for all panels with that word registered as a keyword.
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2.6. Password Policy

As part of the continuous effort to ensure that Confirmit complies with the highest standards of security, the following
password policy applies, for end users (CAPI interviewers, report viewers, Analysts and Designers) and Authoring
users (Express, Professional and Translator).

General:

System messages are provided (with translations to the usual common languages) for these settings. The appropriate
error messages will be displayed when users choose passwords that do not comply with the site settings.

The Authoring (Express and Professional), Reportal and Panel Portal modules all have ‘Forgotten Password’
functionality. In the event a user or end user forgets his/her password, clicking the Forgot Password button requests
an email with a link that opens a page where they can reset the password. Note that the reset password link is time-
limited and only valid for one hour. If the user does not reset their password within that time then they must re-click the
button to be sent a new link. Refer to the Confirmit Authoring User Guide for further details.

All passwords are hashed and not transmitted in plain text, including those for panelists in Professional, Standard and
Basic Panel. Consequently, passwords will not be available in plain text for any system users. Instead, users will be
sent an activation link to open a page where they can choose their own password.

Panelists:

The changes to the password policy for Panelists are optional, and users must actively enable the restrictions for
Basic and Professional Panels (go to The Panel Settings on page 127 for more information). Users may then define
custom settings for a panel. Panelist passwords will be hashed, meaning that passwords will not be available in plain
text. When panelists use the “Forgot password” feature, they will be sent an activation link which will open a page
where they can reset their password.

On-Demand users:

The passwords for all areas of Confirmit must satisfy the same minimum requirements for complexity. Wherever
passwords can be changed or set within the application, they will be validated against these rules before the change
is accepted.

e Password history - the new password must be different from the last 12 passwords.

e Minimum age - the user will have to wait 24 hours after changing the password before being allowed to
change it again.

e Maximum number of login attempts - after 5 invalid login attempts the account will be locked. The user will
not be allowed to login again until the account is reactivated by the system administrator.

e Uppercase characters - the password must contain at least 1 uppercase letter.
¢ Non-alpha characters - the password must contain at least 1 character that is not a letter (a..z, A..Z).
e Password length - the password must contain at least 8 characters.

e Password expiry days - the password will expire after 60 days. (This will not apply for login to the CAPI
console.)

For Authoring users, it is possible to enforce even stricter requirements through certain company settings. Contact
Confirmit support if you wish to implement a stricter policy.
On-Premise users:

The following configurable settings will be enforced for all On-Premise users. If the Company Administrator selects to
use the settings, users will have to comply with these settings when changing their password:

e Password history - the new password must be different from the last X passwords.

e Minimum age - the user will have to wait X hours after changing the password before being allowed to change
it again.

e Maximum number of login attempts - after X invalid login attempts the account will be locked. The user will
not be allowed to login again until the account is reactivated by the system administrator.
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e Non-alpha-numeric characters - a required minimum number of characters that are not numbers (0..9) or
letters (a..z, A..Z).

e Uppercase characters - a required minimum number of uppercase letters.
¢ Non-alpha characters - a required minimum number of characters that are not letters (a..z, A..Z).
e Password length - a required minimum number of characters in the password.

e Password expiry days - the password will expire after a number of days. (This will not apply for login to the
CAPI console.)

e Password strength - in addition to a combination of the above settings, a regular expression may be used to
enforce an even stricter policy.

For Authoring users, it is possible to enforce even stricter requirements through certain company settings. The server
documentation that will be provided with the release will contain more detail.

2.7. CATI Support

From Confirmit v15, Professional Panels supports CATI channel surveys, allowing sample uploads to appear in the
CATI system for interviewing.

Three scheduling options are available for respondent uploads for CATI-enabled surveys. When sample is loaded
from Professional Panel, the system will use the default value (No scheduling) and there is no option to change this.
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3. The Menus

To open a panel, click on the blue Panel ID link in the Professional Panel List. The Panel Overview page for the
selected panel opens, and the Panel menus become available.

3.1. The Panel Setup Menu

The Panel Setup menu contains the menu commands required by the user while designing and editing the Panel
Portals database.

Note: The design and creation of a Panel Portal database is essentially the same as for a “normal”
guestionnaire database. This document therefore describes only the differences between a Panel Portal
database and a questionnaire database, and the additional procedures required. For further information on
designing and creating a database, refer to the Confirmit Authoring User Manual.

. Home ~ [Panel Setup "Panel Utilities = Panel Management * Sarmple Managermnent =

Designer DoczPanel ﬂﬂ Database Generation a-ﬁ. Prafezsional Panel Definition Export Designer Lag Active Languages

Figure 4 The Panel Setup menu commands

The menu commands are as follows:

o Designer —the database definition page (go to Designer on page 12 for more information).

e Doc2Panel - is an authoring mode that allows panel designers to quickly and easily create panels from
documents. It enables you to copy a Word document into a scratch-pad-like browser. From here you can then
select the texts you wish to use for questions, answers etc. and convert them directly into a Confirmit panel.
For further information on this functionality, refer to the Confirmit Authoring User Guide.

e Database Generation — generates and updates the database (go to Database Generation on page 25 for
more information).

e Professional Panel Definition Export — export the database definition to another server (go to Professional
Panel Definition Export on page 25 for more information).

e Designer Log — a “read-only” log of the main events occurring in the panel (go to Designer Log on page 27 for
more information).

e Active Languages - select the languages to be used (go to Active Languages on page 27 for more
information).

e Legacy Jobs Import - allows company administrators to import legacy jobs into the Confirmit panel from other
systems (go to Legacy Jobs Import on page 28 for more information).

3.2. The Panel Utilities Menu

The Panel Utilities functions allow you to create and manage your panels.

Once you have accessed the Professional Panels functionality (go to How to Access Professional Panels on page 3
for more information) the Panel Utilities menu appears as shown below.

. Home = Pansl Setup - |Pane| Utilities '|Pane| Managernent ™ Sarmple Managernent =

LT Ouerview d, FPerrnissions  Linked Surveys ~ E Panel Partalz: Panel Activity Log Database Cleanup Survey Synchronization Flex Extensions

Figure 5 The Panel Utilities menu commands

The menu commands are as follows:
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Overview — provides general information on the selected panel (go to Overview on page 29 for more
information).

Linked Projects - provides a Linked Projects list, which gives you an overview of all the projects that are
linked to the panel (go to Linked Surveys on page 35 for more information).

Panel Portals — contains the commands you use to create and edit your Panel Portals (go to Panel Portals on
page 37 for more information).

Panel Activity Log — logs activity on the panel (go to Panel Activity Log on page 72 for more information).

Database Cleanup — removes deleted questions from the Panel database (go to Database Cleanup on page
74 for more information).

Survey Synchronization — initiates a new task that checks all surveys associated with the current panel, and
updates the panel if/when there are changes. This is to keep the panel data up-to-date so samples can be
selected appropriately. This task can (should) be made recurring so it occurs automatically (go to Survey
Synchronization on page 75 for more information).

Flex Extensions - opens the "Extensions available..." list. Refer to the Authoring User Guide for further
information on Flex Extensions.

3.3. The Panel Management Menu

The Panel Management menu contains the commands used to create and edit the rules that define the panels and
specify the panelists.

o

Horme ™ Panel Setup * Panel Utilities = |F‘ane| Managernent '|Samp|e Managernent ™

Current Rule Current Rule Set Rule List Rule Set List Data = Calculate Wariables Aggregated Wariable List Panelist Credits * Panel Settings

Figure 6 The Panel Management menu commands

The menu commands are as follows:

Single Panelist Editor — enables you to edit individual panelist’s details (go to Single Panelist Editor on page
106 for more information).

Multiple Panelist Editor — enables you to edit the details of several/many panelists simultaneously (go to
Multiple Panelist Editor on page 113 for more information).

Current Rule — shows the details of the rule currently selected in the Rule List (go to Current Rule on page 77
for more information).

Current Rule Set — provides details of the rule set currently selected in the Rule Set List (go to Current Rule
Set on page 96 for more information).

Rule List — displays a list of the available rules. Click on a rule to open it (go to Rule List on page 100 for more
information).

Rule Set List — displays a list of the available rule sets (go to Rule Set List on page 103 for more information).

Aggregated Variable List — lists variables you have created to be used in aggregate queries to update the
Panelist table based on information in the Survey History table (go to Aggregated Variable List on page 104 for
more information).

Panelist Credits - allows you to import and export panelist credits (go to Panelist Credits on page 121 for
more information).

Panel Settings - allows you to define some custom settings for the panelists' password requirements (go to
The Panel Settings on page 127 for more information).
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3.4. The Sample Management Menu

A Sample is a group of panelists selected from the panel using sampling criteria. The sampling criteria are set such
that the sample is suitable to be respondents for a particular survey. For example, a sample selected to reply to a
survey produced on behalf of a car manufacturer might comprise of males between the ages of 20 and 30 who live in
a particular part of the country and who drive a particular make of car.

The Sample Management functions allow you to create and manage samples.

_:Home T Panel Setup ~ Panel Utilities = Panel Managernent '|Samp|e Management '|

Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Concurkent Sarmpling Multiple Sarmple Upload Tester Ternplate List Sarnpling Settings

Figure 7 The Sample Management menu commands

The menu commands are as follows:

e Current Job — opens the Current Job window. This window provides general information about the selected
job. Use this window to define and edit the criteria for the job (go to Current Job on page 132 for more
information).

e Current Matrix — this window shows the details of the matrix currently selected in the Matrix List (go to
Current Matrix on page 186 for more information).

e Job List - lists all the sampling jobs that you currently have “in progress” (go to Job List on page 201 for more
information).

e Active Job List - lists all the sampling jobs that are currently “in production” (go to Active Job List on page
204 for more information).

e Matrix List - lists all the matrices currently available in your Confirmit database (go to Matrix List on page 207
for more information).

e Scheduling - lists the jobs that are awaiting execution and those that have been run (go to Scheduling on
page 209 for more information).

e Concurrent Sampling — enables you to run several sampling jobs simultaneously so scarce panelist
resources can be allocated fairly across the jobs (go to Concurrent Sampling on page 212 for more
information).

e Multiple Sample Upload — enables you to upload several jobs simultaneously (go to Multiple Sample Upload
on page 214 for more information).

e Tester Template List — templates that enable you to add rows to the respondent database that you can then
populate with “dummy” respondent information such that you can test the survey and the system setup before
you send it out to the actual respondents (go to Tester Template List on page 216 for more information).

e Sampling Settings — allows you to set default values and rules for the panel (go to Sampling Settings on
page 218 for more information).

The following chapters in this manual describe the menu commands’ functionality, and the processes and procedures
conducted via these menu commands. The menu commands are described in the order in which they appear in the
menus.
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4. The Panel Setup Menu

The Panel Setup menu contains the menu commands required by the user while designing and editing the Panel
Portals database.

Note: The design and creation of a Panel Portal database is essentially the same as for a “normal”
guestionnaire database. This chapter therefore describes only the differences between the functions,
procedures and properties available when creating a Panel Portal database and those available when creating
a questionnaire database. For further information on designing and creating a database, refer to the Confirmit
Authoring User Manual.

. Home * [Panel Setup v‘F‘anel Utilities = Panel Management = Sarmple Management =

Designer Docz2Panel Dﬂ Catabase Seneration ‘-ﬁ. Prafeszsional Panel Definition Export Designer Lag Active Languages

Figure 8 The Panel Setup menu commands

4.1. Designer

Select this menu command to open the Designer page. Use this page to create and edit the panel database. The
page is divided into two main areas:

e The Toolbox column —the toolboxes that appear in the left column in the Designer page provide an overview
of the panel database and the objects available for use while creating or editing it. The toolboxes are displayed
and available throughout the process. The toolbox is divided into three sections:

oThe Panel Variables toolbox — shows the layout of the current database. Edit the database here, adding,
deleting and/or moving objects as necessary. After any changes are made, the database must be re-
generated (go to Database Generation on page 25 for more information). Note that each “question” in the
Panel Variables toolbox will become a column in the database.

o0 The New Objects toolbox - lists the objects you can use in the database. Drag and drop objects from here
to the Panel Variables toolbox.

0The Secondary Project toolbox - you have the possibility to copy questions from other panels into the
current panel. This can be done in the Secondary Project toolbox. Projects in this toolbox will be displayed
in Read Only mode.

e The Question Details area — double-click on a question in the Panel Variables toolbox to show the details of
that question in the Question Details area. Use the tabs and data fields in this area to set up each question in
the database.
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Figure 9 Example of the Professional Designer page

For further information, refer to the Confirmit Authoring User Manual.

4.1.1. The Panel Variables Toolbox

This toolbox is where you create and edit the panel database.

You build your database in the toolbox by creating Objects (questions, i.e. the database columns). All objects placed
between the survey name and the “Reusable Scale/List” folder will be used in the database. The objects available for
you to use are listed in the New Objects toolbox. The database columns will be listed in the order in which they are
placed in this tree.

When you first create a new Professional Panel (go to How to Create a New Professional Panel on page 3 for more
information), the "standard" folders are created along with some basic variables.
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Toolbox ~
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=@
B | System Variables
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'—D:EI Reusable scaleflist
-_ﬁg Invitation and reminder emails

Figure 10 The Panel Variables toolbox as initially created

You can add folders and objects as required to the toolbox.

4.1.1.1. How to Add an Object to the Tree

There are five methods of creating objects:

Insert Inside — use to create the first question in a panel database, or to create an object inside another,
typically folders. Right-click on the panel/folder name and choose Insert Inside, then select from the resulting
list the object you wish to create.

Insert After — use to create objects in a project after an existing object. Right-click on the object after which
you wish to create the new object, choose Insert After, then select from the resulting list the object you wish
to create.

Drag and Drop — use standard Windows drag-and-drop techniques to copy objects from the New Object
toolbox into the Panel Variables toolbox.

Duplicate — copies an existing question. This would be useful if you have two or more questions that are
similar in layout and/or content. Create and set up the first question, then duplicate it and edit the copy as
required.

Dragging/Copying from the Secondary Projects toolbox - you can copy questions into the current
guestionnaire by dragging them from the secondary project toolbox and dropping them into the questionnaire
tree. Before copying, you can view the Secondary Project objects in Edit mode.

You can use any of the above methods to create any object in the database. For further information, refer to the
Confirmit Authoring User Manual.

4.1.1.2. How to Delete an Object from the Tree

To delete an object, select it and press the <DEL> key on your keyboard, or right-click on the object and select Delete
from the menu. This will remove the selected objects from the routing, and set the Deleted flag on the objects to true.

4.1.1.3. How to Undelete an Object

If you delete a question from the tree and later wish to reinstate it, you can do this as long as the question has not
been removed completely by the Database Cleanup function (go to Database Cleanup on page 74 for more
information).
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1. Inthe Panel Variables toolbox, right-click on the Panel name text and select Show Deleted from the menu.
This shows any deleted questions.
2. Right-click on the question and select Undelete.

Or

Right-click on the question and select Properties from the menu, then uncheck the Deleted box in the
questions Properties page.

4.1.1.4. The System Variables

The System Variables are default fields that are added to the database Professional Panel is created. These are as
follows:

e Unsubscribed - indicates whether the panelist has opted out from the panel.

e UnsubscribedDate - a date field that indicates the date on which the panelist opted out from the panel.

Note: When set up correctly, the Unsubscribe variables will allow the panelist to opt-out of the panel in the
event he/she wishes to do so. However these variables must be set up "manually" by the user creating the
panel, and the setup will depend on the desired procedure for opting out, at what point in the survey the
panelist can unsubscribe, how the unsubscribe data is to be processed and used etc. Note that the Confirmit
Flex Email Opt-Out extension has been specifically created to enable the user to include opt-out links in the
invitation emails and process the opt-out data (when the panelist wishes to unsubscribe, for specific surveys
or all surveys, for specific panels and/or for specific survey companies etc.). Contact Confirmit Support at
support@confirmit.com for further details.

The Unsubscribe fields are only updated if the Opt-Out Flex Extension is used. Refer to the Flex Extension
User Guide for further details.

e EmailStatus - a single field that indicates the status of the panelist's email address. When you create a
sample, upload it to a survey and distribute the invitations to the respondents, the Email Delivery Report will be
created for these respondents in the survey. The delivery status from this survey will also be flagged in the
panel survey, i.e. the respondent table for the panelist will be updated in the panel survey with this status. The
EmailStatus variable can have 3 values:

oValid - if the receiving server responds with a message with a SMTP code under 400, the email address is
Valid.

o Error (Permanent Error) — if the receiving server responds with a SMTP code between 500 and 599, this
means a “Permanent Error” has occurred.

oTempError (Temporary Failure) — if the receiving server responds with a SMTP code between 400 and
499, this means a “Temporary Failure” has occurred.
4.1.1.5. The Survey History Core Fields

The "Core fields" are the default fields that are always included in the database. These are as follows:

e SurveylID - indicates the id of the survey.
e SurveyStatus — indicates the current status of the panelist in the survey. The options are:

oReserved — the panelist is selected for a job but the invitation email has not yet been sent (a short-term
status).

olInvited — an invitation to participate in the survey has been sent to the panelist but the panelist has not yet
accessed the survey.

oln Progress — the panelist has started the survey but has not yet completed it.
o Completed — the panelist has completed the job.

o Stopped By System — the panelist has been prevented from completing the survey by the system. Possible
reasons include "quota full", "screened" (the panelist may for example be outside the requirements for the
survey) or an error status from the survey.

e ReservedDate — the date the panelist was reserved for the job.
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e InvitationDate — the date the panelists are given access to the survey.

e StartDate — the date the panelist first opens the survey.

e CompletedDate — the date the panelist completes the survey.

e SubSampleNumber — refers to the sub-sample number code the panelist was selected under.
e GroupNumber — refers to the group number code the panelist was selected under.

e JoblsClosed — specifies whether or not the job is closed.

e RunNumber - the number of panel selection runs.

Note: The Survey Status options are stored in the database numerically. If the data is exported, the values will
be as follows: Reserved = 0. Invited = 1. In Progress = 2. Completed = 3. Stopped = 9.

4.1.1.6. The Credit Transaction History Core Fields

This loop folder contains a number of core fields relevant to credit transactions. These fields are created automatically
when the panel is created.

I+ | Ore Helas
= lE%CrEditTransacﬁDnHisb:ury (Loop)
= |5 Core Fields

@Transacﬁnnﬁuweyld {Cpen)
[125y TransactionCredit (Mumeric)
@Transacﬁnnﬁecﬁnnld (Cpen)
125y TransactionSecondaryPanelistld (Mu
@Transactinn(:umment (Open)
ETransacﬁnnPending (Single)
ETransactiDnTypE (Single)
ETransacﬁDnIsHidden (Single)
ETransacﬁnnSDurceType (Single)
|5 TransactionCreated (Date)
|5 TransactionModified (Date)
@Transacﬁnnh“lndiﬁedﬁy {Cpen)
125 TransactionTaskld (Numeric)

| o TR Lio o1 &0

Figure 11 The Credit Transaction History core fields

The fields are as follows:

e TransactionSurveyld - the ID of the survey for which the credit transaction has been made.
e TransactionCredit - the "value" of the credit transaction.
e TransactionSectionld - id used if credits are assigned multiple times from one project.

e TransactionSecondaryPanelist - if points are received from another panelist (for example "referrals"), this is
the panelist id of the panelist who gave the points.

e TransactionComment - any comments that may have been attached to the transaction.

e TransactionPending - a transaction is "pending" in a survey until the respondent has been given a status in
that survey. Is the transaction pending? (true/false).

e TransactionType - why the transaction has been made; a normal update, a correction to the current value,
some credit has expired etc.

e TransactionlsHidden - is the transaction hidden; true or false.
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e TransactionSourceType - the type of source where the transaction originated.

e TransactionCreated - the date the transaction was created.

e TransactionModified - the date the transaction was modified.

e TransactionModifiedBy - if the transaction has been modified, who it was modified by.

e TransactionTaskld - the ID of the server task performing the transaction.

4.1.1.7. Invitation and Reminder Emails

The Invitation and Reminder Email folder in the Panel Variables toolbox allows you to store directly in the panel the
email texts and setups that will be used when distributing the survey to the panelists. You can create as many email
objects as you need.

To add an email to the container:

1. Drag-and-drop an Email object from the New Objects toolbox, or right-click on the container and select Insert
Email from the drop-down menu.

| Toolbox ~

Danal Wariahbl >

=l [2) Another Panel (p3315842)
|5 System Variables
|y Regular Variables
|y Recoded Variables
|-=y Database Space-consuming Variables
lﬁ SurveyHistory (Loop)
lﬁ CreditTransactionHistory (Loop)
EE| Reusable scalelist
%’ Invitatign and reminder emails

Figure 12 Dragging an Email object from the New Objects toolbox

The email object is created and the Email Details page opens. To edit an existing email object, either double-
click on it or right-click on it and choose Edit from the menu.
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Figure 13 The Email Details page for a panel email

2. Make the selections and settings as required (go to The Email Details Page Properties and Fields on page 19
for more information), and write the text of the email.
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3.

When you are using the WYSIWYG editor, you will be able to format the text by using the buttons in the
formatting toolbar.

On completion, save the changes.

For further details on using emails in Confirmit, refer to the Authoring User Guide.

4.1.1.8. The Email Details Page Properties and Fields

Text Mode - indicates the current text editing mode. Click the toggle button in the toolbar to switch between
Wysiwyg and Html Source modes.

Id — displays the nameltitle of the current email object. This is the Id of this email object, as displayed in the
Questionnaire Tree. The character string in this field is used to specify which email is to be used when sending
an email, or changing a recurring task. The default values are “e1”, “e2”, etc. Click in the field to edit the text
and enter a more descriptive title.

Deleted — will be chosen if the email object is soft-deleted. If you uncheck the Deleted option, the email object
will be undeleted.

Read only — choose this setting if you want the email object to be locked so that no changes are made to it
accidentally, either in questionnaire editing mode or when sending email in Respondents > Emailing.

Include link — check this box to have a link (URL) to the web interview included automatically at the bottom of
the e-mail (default).

Use HTTPS - the URLs will use https:// for secure links instead of http://.

Note: On-Premise Customers must configure the system to support HTTPS to enable this option. This option
will be activated after you have chosen the Include link option. For further details about the security systems
that are available, and those that are used in Confirmit, go to
http://extranet.confirmit.com/library/security.aspx.

Activate Logging -

Send as HTML - check to send the email as HTML code. Only mail clients that support HTML will be able to
read the email.

Send as plain text — check to send the email as plain text. Most mail clients will be able to read it.

The email object will have two text fields for each language: one for HTML body and one for Plain text body.
When sending email to respondents, you can choose to send the email either in one of those formats or in
both in one sending. When you choose to distribute the email in both formats, the mail clients supporting
HTML will use the HTML version, other mail clients will display the text version.

Send confirmation email — check this option if you want to receive confirmation email from the system,
stating that the emails have been sent. The default email address is that of the current user - yours; edit as
appropriate.

From - this shows the email address from which the email will be sent, default will be the address of the
currently logged on user - you. You can change this if required.

Display Name - The value entered in this field will be displayed in the 'From' field in the email. If nothing is
entered in this field, the recipient will see the email address/name entered in the From field. Specify a valid
email address in the Reply to field. When the receiver clicks his/her 'Reply to' button, the email will go to this
email address .

Reply to - specify a valid email address in this field. When the receiver clicks the 'Reply to' button, the email
will go to this email address.

Reply to Display Name - the name entered in this field will be displayed in the ‘To’ field when the receiver
clicks the Reply to button. If nothing is supplied, the name entered in ‘Display Name’ will be used. For
example, the ‘Reply to Display Name’ could be set to ‘DO NOT REPLY".
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e Default language - if respondents do not have a language specified in the ‘language’ column in the
respondent list, if their language is not activated with the Activate language setting, or if it does not exist in
the current email, they will receive the email in the default language selected here. This list contains all the
languages selected for the survey. If you set default language to 'None', respondents who do not match any of
the activated languages, will not receive any email.

e Disable update of noOfEmailsSent - in the event you wish to prevent the email counter from registering the
email transmission (for example you may be sending reminders to respondents' managers etc. - see Override
Recipient Email above), check this box to disable the Number of Emails Sent column.

e Additional survey link parameters - allows you to add custom parameters after the survey link. An example
could be:
http://survey.confirmit.com/wix/pXXXXXXXXX.aspx? sid =encryptedid&code=
1

where code=1 is the additional parameter. This could previously be achieved by constructing the URL by
piping in ~sid*and ~respid”, however this was not possible with encrypted system request parameters in the
URL. This field allows you to include additional URL parameters in the survey link in email when using
encrypted system request parameters. The field supports piping from the respondent list (with ~s). It works
both for piped links (with ~slink” or “secureslink”) and when the "include link" checkbox is selected.

e Custom headers - use this field to add custom headers to the email. The syntax is:
X-name:value
X-name2:value2
You can use piping to "personalize" the email. Here the syntax is:
X-name:pipedValue”
These headers will be added after the internal Confirmit headers. Note that you cannot use the X-Confirmit
prefix in custom headers.

e Custom survey link text - (located at the bottom of the page) allows you to insert clickable text instead of the
survey URL in HTML email. Note that this applies only to HTML email. This could previously be done by
constructing the URL by piping in *sid" and ~respid”?, but it was not possible with encrypted system request
parameters in the URLSs. This field makes it much simpler to create a text such as "Click here to take the
survey", or even include an image tag. The correct < a href=---> tag will be created in the HTML. This works
both for piped links (with ~slink™ or ~secureslink”) and when the "include link" checkbox is selected.

4.1.2. The New Objects Toolbox

This toolbox contains the templates for the objects that can be used in the database. Note that the range of options
available here is much reduced from that available in the standard Confirmit Authoring toolbox.

l‘_

[2=] Single

5 Multi

iﬁl Open Text
[1259 Mumeric
| Folder

j Scale/List
| Date

Figure 14 The objects available in the New Objects toolbox
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4.1.3. The Secondary Project Toolbox

In Professional Designer you have the possibility to copy questions from other projects into the current project. This
can be done in the Secondary Project toolbox. Projects in this toolbox will be displayed in Read Only mode.

@:I Secondary Project (Read Only]

[ Project (g B | SR Clear

Figure 15 The Secondary Project toolbox
To find the panel you wish to add, open in this toolbox and click the Project, B.P. (Basic Panel) or P.P. (Professional

Panel) button as appropriate. To remove a questionnaire tree/project from the toolbox, click the Clear button.

When you click the Project, B.P. or C.P. buttons, a Panel List overlay displaying all projects or panels is displayed.

Panel List

ye SEarch|Q Raet| Panel Category Al -

Panel ID Panel Name Company Created By

]

:I p3702911 Test panel Confirmit Apple, Adam 2/23/2012 9:10:11 AM
() pl217318 Professional Panel Confirmit Apple, Adam 1/16/2012 1:35:53 PM

) pli73495 Confirmit Professional Panel (Trainin... Confirmit Josefsson-Ruud, Peter 1/11/2012 10:20:18 AM  Training

a b = d

Use this panel Cancel

Figure 16 Example of the Project List pop-up

In this pop-up window, search for and select the panel from which you want to reuse questions, and click OK. The
Panel Variables tree opens in the Secondary Project toolbox.
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Figure 17 Example of the Secondary Project questionnaire tree

Now you can copy questions into the current panel by dragging them from the secondary project toolbox and dropping
them into the tree. Before copying, you can view the Secondary Project objects in Edit mode - double-click on the
object.

4.1.4. The Question Details Page

The Question Details page is where you add text and answer options to the question. The functionality here is
identical to that in a standard Confirmit survey. Refer to the Confirmit Authoring User Manual for further information.

4.1.4.1. Question Properties

The question objects in the Panel Variables toolbox have a range of properties and settings that you can customized
via the property sheets. The property sheet will always display the type and name/title of the active object. To open
the Properties pane for a question:

¢ In the Panel Variables toolbox, right-click on the question and select Properties.

Or

e Double-click on the question or right-click on it and select Edit to open the Question Details page, then click
the Show/Hide Properties button in the Details page toolbar.
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Figure 18 The Properties pane for a Single question

Note: The Properties pane contains different properties depending on the type of question and the property
selections made. The list below describes all the properties that may appear.

The properties available are:

Field Width — specifies the number of characters assigned to responses to this question in the database and
when exporting to fixed-width ASCII files. The default Field Width for Single questions is 32 characters. If the
Field Width is not defined for an Open text question, it will be unlimited. If defined, the respondent will be
prevented from entering more characters than the specified in Field width.

Indexed - if selected, an index is created on this field in the database the next time you generate the
database. Indexes improve performance in areas such as 1) aggregated and verbatim reporting when filtering
on fields with indexes, 2) searching in individual reporting and in survey data editing (when search fields are
indexed), and 3) data imports where the key field is indexed. Note that indexes should be used only when
needed, as responses take longer to store the more indexes there are. This can lead to a performance
reduction during interviewing. Also, the database will be unavailable for other processes the first time it is
regenerated after the index property is set. Confirmit Support therefore recommends against setting new
indexes and regenerating a survey while respondents are answering the survey.

Variable Type - there may be a time when your panel variables include a question with many answer
alternatives, that you wish to simplify for the report. A question can therefore be:

oNormal - an ordinary question object.

oRecoded variable - turns this question into a recoded variable, which will not be displayed in the interview.
You can predefine complex recoding rules in SQL or JScript. Note that the values for recoded variables
must be updated "manually” (go to Calculate Variables on page 120 for more information). Refer to the
Authoring User Guide for further information on recoding.

Numeric — check to specify that the field shall only accept numerical characters.
Total Digits — specify the total number of digits the field can contain.

Decimal Places — specify the maximum number of decimal places allowed.
Lower/Upper Limit — specify an upper and/or a lower limit for the number.

Lower/Upper Limit Type — specify the limit type; either = or <=/>= as appropriate.
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o Data Edit Access Required — this is the editing access permission level that users must have to be able to
edit the date for this question in the database column. Users with editing access permissions lower than this
level will not be able to edit the data for this question. Go to the Panel Utilities > Panel Overview page >
Permissions tab to allocate the appropriate permission levels to the users (go to Access Permission Levels
on page 35 for more information). The options here are:

o Low — all users with normal access permission can edit the data in this column.
o Medium — only users with access levels Medium or High can edit the data in this column.
o High — only users with access level High can edit the data in this column.

e Boolean - applicable for Single questions. If selected, the question can have only two options, and the codes
must be 0 and 1. If you set an existing question to Boolean and that question had more than two answer
options, then all the options except the first two will be deleted.

e Characteristic — the group to which the data column is to be allocated (go to Characteristic on page 24 for
more information). The options are:

o Normal — columns for which you expect the majority of operations will be reading of the data contained.
oRecoded - columns for which you expect the majority of operations will be writing of data.

o Space Consuming — columns for which you expect the data contained will usually take a lot of space in the
database, for example free-text fields.

oLoop Support — defines a column as “Job-specific”’ information. Some information in the database is related
to the survey job rather than to the specific panelist. When a number of panelists are selected for the same
job, then that job information could be repeated for every panelist. To avoid expanding the database with
repeated information, job-specific information is held in a separate section of the database. That section is
then referred to for each panelist it applies to.

e Accept Leading Zeros — check this box if you want the field in the expression builder to accept leading zeros.
e Unique - check if every field in the column is to be unique. Use this for passwords, login names etc.

e Default Value - type a value into this field to specify the value as default. The respondent will then be given
this answer unless they enter a different answer.

e Question Category - define a category for the question. A Reportal user can then filter on the question
categories when using hitlists in single view in Reportal. Refer to the Reportal User Guide for further details.

o Deleted — will be checked if the question has been deleted from the Panel Variables toolbox (go to How to
Delete an Object from the Tree on page 14 for more information). Uncheck to undelete the question (go to
How to Undelete an Object on page 14 for more information). Note that you can view deleted questions by
right-clicking on the Panel Portal name in the tree and selecting Show Deleted. Deleted questions will then be
shown “pale” until Hide Deleted is selected.

Note: Some questions are required in a database by default, and these questions will be added automatically
when you create a new database. As the information contained in these questions is required, some of the
properties for these questions are not accessible and cannot be changed.

4.1.4.2. Characteristic

To improve accessibility and reduce processing times, the database is divided into sections. The sections group the
columns together depending on the type of processing expected to be most usual in the columns. For example, for
some columns most of the processing will involve reading the data contained, while for other columns most of the
processing will involve writing data to the column. Other columns are expected to use a lot more file space than
others, as a “free text” character uses eight times more space than a Boolean character. Use the Characteristic
property to specify which group the column will be allocated to.

When the database needs to process information, it will go first to the group containing the columns with the
appropriate characteristic. For example, if a database process is to write some data to a column, then the system will
look for that column first in the Recode group. If the system finds the column in that group then it will perform the
process. If it does not find the column there, then it will look in the other groups. This procedure will save considerable
processing time, as otherwise the system must look through the entire database each time it needs to conduct a
process.
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4.2. Database Generation

This menu command activates the database generation function. The Panel database is used to administrate the
panelists. If changes are made to the database, then it must be re-generated for those changes to be incorporated.

This menu command only generates the database or regenerates it after changes have been made. To create or edit
the database, go to Panel Setup > Designer (go to Designer on page 12 for more information).

1. Gotothe Panel Setup > Database Generation menu command.

The page shown below is displayed.

Cptions

Active Database Production

Generate database Updat

|Create new database

Generate Database |

Figure 19 The Generate database Options tab

2. Select whether you wish to generate a new database or update the existing database (if the database has not
been generated previously then the “Update existing database” option will not be available).

Note: If you select Update Existing Database, the database and the new data are checked before the update
commences. In the event an error is found, then the process is stopped before any changes are made. If no
errors are found then the new data will be added to the existing database — no existing data will be deleted.

Note: If a database already exists for the project and you select Create New Database, the old database will be
overwritten and any data in the old database will be deleted.

3. Click Generate Database.

The database is created/updated. A Task pane opens, containing a progress bar and a task status list. When
the database has been generated, the text Task Completed will be displayed at the bottom of the task status
list.

In the event you have deleted questions from the database during editing, see also section DatabaseCleanup.htm.

Note: Only the database is created; there is no web interview as in Confirmit Designer. Note also that in
Professional Panels there is no Test database available.

4.3. Professional Panel Definition Export

You can export Professional Panel definitions (the project coding) using XML. This enables you to transfer panel
definitions from one Confirmit server to another. When you export a panel definition, the definition file is attached to an
email, which is sent to the address specified in the Email Recipient field in the dialog box.

When a panel definition is exported, included with the definition are the sampling settings under the Sample
Management > Sampling Settings menu (go to Sampling Settings on page 218 for more information) and the panel
settings under the Panel Management > Panel Settings menu (go to The Panel Settings on page 127 for more
information).

4.3.1. How to Export a Panel Definition

1. Go tothe Panel Setup > Professional Panel Definition Export menu command.

The ...Export overlay opens.
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Professional Panel Definition Export

Email recipient documentation@confirmit.com

Comment

I Expoart survey definition I Cancel

Figure 20 The Panel Definition Export overlay

2. Check that the Email recipient is correct, type any comments into the Comment field as appropriate, then click
OK.

The Task page is displayed, showing a progress bar, the task ID and the status. On completion, the progress
bar is at 100% and an OK button appears.

3. Click the OK button to close the task page and return to the Professional Panel List page.

An email is sent to the specified recipient containing the project definition XML file. This file can now be
imported into another server.

4.3.2. How to Import a Panel Definition
To import a panel definition that has been exported from another server:
1. In the Confirmit Authoring Home page, go to the Home > Import Survey Definition menu command.

The Survey Definition Import dialog opens.

Survey Definibon Import

File to upload | “_ Browsze... |

Figure 21 The Survey Definition Import dialog

2. Browse to the XML file you wish to import, then click OK

A Task pane opens containing a progress bar and a task status list. When the project definition file has been
imported, the text Task Completed will be displayed at the bottom of the task status list.

3. Click OK to close the Task pane.

The panel will now be listed on the Professional Panel List, accessed by going to the Home > Professional
Panels menu command. Once the panel is imported, you can import and attach a portal to it.
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4.4. Designer Log

The system records actions executed on a project basis. The Designer Log provides an overview of all changes that
have been made on the project since it was first created. The system records the exact time when changes are made,
the user who makes the changes, and specifies details of the change.

This page is for information only - no changes can be made to the information.

Confirmit. :

everywhere ‘.

_" Home ~ |Panel Setup ~ | Panel Utilities = Panel Management * Sample Management = ~ |User: Apple, Adam Log Off 2

Designer DocZPanel Elﬂ Database Generation \ﬁ Professional Panel Definition Export Designer Log Active Languages

4

Date User Description z
1/16/2012 1:35:53 PM Apple, Adam Project created. -
3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: ID of node "' changed: ""-="gz8"

372172012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "ShowDownloadLink” of node "g28" changed: ""-="true"

3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "FallbackStrategy” of node "g28" changed: ""->"RenderNormalQuestion”
3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "UsePredefinedScript” of node "q28" changed: ""->"fals="

3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "autocheckother” of node "g28" changed: ""-="true"

3/21/2012 9:30:00 AM Appla, Adam ProfessionalAuthoring: Property "answerbuttonsmode" of node "q28" changad: ""->"Inharit"

3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "dataWriteAccesslevel” of node "q28" changed: ""-="0"

3/21/2012 9:30:00 AM Apple, Adam ProfessionalAuthoring: Property "characteristic" of node "g28" changed: ""-="0"

3/21/2012 9:30:20 AM Apple, Adam ProfessionalAuthoring: ID of node "g28" changed: "q28"->"Language"

3/21/2012 9:30:20 AM Apple, Adam ProfessionalAuthoring: English Title of node "Language" changed: ""->"Language"

ProfessionalAuthoring: English Text of node "Language" changed: ""-="In which language would you like

3/21/2012 9:33:24 AM Apple, Adam to view the portal?"

Figure 22 Example of the Designer Log page

4.5. Active Languages

This menu command opens the Active Languages page. This page lists the languages selected for the Portal on the
General tab (go to The General Tab on page 29 for more information).

In the General tab you can select as many languages as required for the Portal, but while you are working in
Professional Panels, to keep the pages to a manageable size, a maximum of five languages can be displayed at one
time. This limit applies anywhere where the languages are listed, such as in the database question details pages.
Note that the maximum of five languages only refers to what you see whilst working in Confirmit; the panelists will see
their selected language.

In the Active Languages page, check the boxes for the (up to five) languages you wish to show then click Save. To
hide a language, click again in the box to remove the tick, and save.
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E Save

=

Maxirnurm number of active languages iz 5

[] active Languages
[¥] arabic

¥ chinese

¥l banish

¥] butch

¥ English

ClFrench

[l aermnan
[(Jyapanese

[ spanizh

Figure 23 Example of the Active Languages pane

4.6. Legacy Jobs Import

If you are the Panel Administrator (you created the panel or have been given Administrator permission for it) and in
addition have the SYSTEM_COMPANY_ADMINISTRATOR permission, then the Panel Setup menu will also include
the Legacy Jobs Import item. This functionality is intended for new Confirmit Professional Panel clients who have
previously used a different panel-management product, and allows you to import legacy jobs into the Confirmit panel
from the other system. The imported legacy jobs can then be used for exclusion purposes.

Note: The legacy jobs imported must be in XML format, and the job number must match the survey history
data existing in the Confirmit panel.

Contact Confirmit Support for further details.
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5. The Panel Utilities Menu

The Panel Utilities menu contains additional utilities that will be useful to the designer while creating and/or editing the
Panel Portals database.

. Home = Pansl Setup - |Pane| Utilities '|Pane| Managernent ™ Sarmple Managernent =

LT Ouerview & FPerrnissions  Linked Surveys ~ E Panel Partalz: Panel Activity Log Database Cleanup Survey Synchronization Flex Extensions

Figure 24 The Panel Utilities menu

5.1. Overview

When you access a panel via its link in the Professional Panels list, you come first to the Panel Overview page. This
page provides general information about the panel, presented on three tabs.

e The General tab.
e The Permissions tab.

e The Active Languages tab.

Note: In the event your company has licensed one or more extensions, then an additional tab will be
available. For more information concerning extensions, refer to the Authoring User Guide.

5.1.1. The General Tab

This tab displays general information about the panel.
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| Save Duplicate }( Dalete

General | MobilePortal
Panel 1D p1217318 (& panelTitles |
" English
Panel Name Professional Panel
Company Confirmit Norwegian
Description
DB server name co-osl-tst265
Size of DB data 2.2304 ME
Size of DB log 1.024 MB
Panel Schema last modified 1/16/2012 1:35:53 PM
La )
nguages Available Selacted DE last generated 1/16/2012 1:36:32 PM
Afrikaans - English Panel info last updated 2/24/2012 11:19:30 AM
Albanian =i Norwegian
Arabic Ty Data growth last day
Arabic (Algeria) Log growth last day
Arabic (Bahrain) i
Data growth last week
Log growth last week
iate‘g*‘:im and Available Categories Selacted Data growth last month
eywords
Template Log growth last month
Benchmark I Refresh I
Library
New Keyword (B
Creator Apple, Adam (from) :ﬁ (to) :ﬁ
Created 1/16/2012 1:325:53 PM Data size
Last Modified 3/21/2012 10:06:06 AM Log size
Status production # Complete
# Incomplete
Calculate
Enable database D
ancryption
[ Panel tasks ]

Figure 25 Example of the Panel Overview General tab for a panel

The information presented on this tab is as follows:

Panel ID — the unique identification number for the panel. This is allocated automatically by Confirmit when the
panel is first created and cannot be changed.

Panel Name - the identifying name of the panel, given by the person who created it. You can change the
name here.

Company - the company registered as the “owner” of the panel. This can be changed here if you have the
necessary permission. Click the down-arrow beside the field and select the required company name from the
list.

Description — a description of the panel, for future reference. Type in text here.

Languages — the language(s) selected for the panel. To add a language, select it in the Available column and
click the >> button to move it to the Selected column. The selected languages are then listed in the Active
Languages page (go to Active Languages on page 27 for more information).

Categories and Keywords — the keywords registered for the project as listed in the Keywords column on the
Professional Panels List page (go to How to Access Professional Panels on page 3 for more information). To
add a keyword, select it in the Available column and click the >> button to move it to the Selected column.

New Keyword — use this field to add keywords to the Available list. Type the required word into the field and
click Add.

Creator — the name of the user who created the project. This cannot be changed.
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Created — the date and time when the project was created. This cannot be changed.

Last Modified - the date and time when the project was last modified. This is updated automatically by
Confirmit and cannot be changed manually.

Status — the current status of the project. This is updated automatically as the project progresses.
Deployment — the type of deployment selected.
Panel Portal URL - the URL to the portal currently selected for this panel.

Enforce HTTPS... — check this option to enforce HTTPS use in Advanced Reporting, accessing reports via
the Enduser interface, for this project.

Email address... - type in the email address to which you want error message emails to be sent in the event
scripting errors are found in the interview. The default will be the email address of the current user (you).

Enable database encryption - if your company has the required add-on, you can select this option to encrypt
the production database. Refer to the Authoring User Guide for further details. Note that test databases are
not encrypted, and it is not possible to change the encryption state of a previously launched database; once a
database is launched, if you wish to change the encryption state you must create a new database.

Project Tasks button — opens the Tasks management page (go to The Project Tasks Page on page 31 for
more information).

Recurring Tasks button - if this panel has recurring rules that are active, then this button will appear. Click
the button to open the Tasks Management page. In this page you can disable the recurring tasks or edit them
as required (go to How to Set Up Recurring Tasks on page 166 for more information).

5.1.1.1. The Project Tasks Page

The Tasks page allows you to check the status of any tasks requested for this panel.

Note: You can view all tasks by deleting the Project ID from the search criteria field and clicking Search.

To access this page: From the Panel Overview page > General tab, click the Project tasks button at the bottom of the
page. The Tasks page opens at the Search tab. Confirmit users who have Administrator permission to a project will be
able to see and search for all batch tasks that have been set up for this panel.

You can also access this page by going to the Quick Access pane > Tasks menu command. This will route list all
tasks, but you can view only the tasks for one particular project by typing the project ID into the appropriate search
field (go to How to Change the Execution Settings on page 171 for more information).

The page comprises six tabs:

Scheduled tab- lists all the tasks that are scheduled to run.

Executing tab - lists the tasks that are currently executing.

Completed tab - lists all the tasks that have already run and are completed.

Aborted tab - lists all the tasks that have already run but which have aborted for some reason.
Recurring tab - lists any tasks that are recurring.

Search tab - lists all the tasks, enabling you to conduct searches more easily.

Scheduled || Executing | Completed | Aborted | Recurring | S=arch

Task Id

32116
32115

- gearch 2 Reset Task Type +| Recurring ¥ | Period | Last 30 days ¥ | Report Number | |
-
L2

User Id Project Id Task Type Schedule Status Company Server Comment
p6703251 w

nigelb p6703291 Launch Survay 05/03/2010 11:23:49 Aborted by System Confirmit VM246 Launch Survey
nigelb p6703291 Launch Survey 05/03/2010 11:21:05 Complete Confirmit VM2486 Launch Survey

Figure 26 Example of the Task page
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The In the event the task list is extensive, you can search through the list using a number of criteria:

e Task Type - if you know the type of task, select from the drop-down list.

e Company - if you know which company created the task, select it from the drop-down list.

e Server - the server the task is/was run on. Select from the drop-down list.

e Recurring - If you know whether or not the task is recurring, select as appropriate here.

e Period - if you know when the task was run, select the period from the drop-down list.

e Report Number - if you know the number of the report the task was associated with, type it in here.
e Task ID — the ID number given to the batch job by the system. Click on the header to sort the list.
e User ID - the login ID for the user initiating the task. Click on the header to sort the list.

e Project ID - the system-generated project number. Click on the header to sort the list.

o Task type — the type of task to be performed. Click on the header to sort the list.

e Schedule —the schedule date (the date the task was initiated). Click on the header to sort the list.

e Status - select a status from the drop-down list. Click on the header to sort the list. For Completed and
Aborted tasks, only the tasks run during the past 7 days will be shown. Completed and Aborted tasks that are
older than 7 days are deleted.

e Company - the registered company of the user who initiated the task.
e Server - the server on which the task is/was run.

Click on the Task ID number to go to the task details window. Here is displayed information about the particular task,
and you can disable the task, set up or change the recurrence pattern (go to How to Set Up Recurring Tasks on page
166 for more information), check the details etc. The details presented differ for the different task types. The figure
below shows an example of the dialog for a sampling task.

Definition I Recurrence " Parameters " Instances |

Task Type Launch Survey
ID 25636
Owner |nige|b |
Company Confirmit
Project 1d p6703251
Comment Launch Survey
Command Line
Save || Run task

Close Window

Figure 27 Example of a Task Details window
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e Click Close Window to return to the Tasks page.

Note: Confirmit sets a limit on the time a task can run before it is aborted. This is to avoid unnecessary strain
on the server if there is an error in the file. However, this may also result in heavy tasks (for example based
on long questionnaires) being stopped before they are completed. In the event this becomes a problem, ask
your Confirmit administrator to adjust the time limitation.

ASP only - Contact Confirmit Professional Services for assistance: support@confirmit.com

5.2. Permissions

The user who creates the panel is the panel administrator and owner, and a panel is initially invisible to all other
Confirmit users. You can give access permission to other users via this page. All Confirmit users in your organization
will be listed in the page, and you as the panel administrator may set up other Confirmit accounts with permissions to
view the new panel.

ASP only: Personnel at Confirmit may be granted access for support purposes.

Initially, only users and groups within your organization are listed on the page. Add other users by supplying Confirmit
with the users’ correct user keys.

To open the Permissions page, go to the Panel Utilities > Permissions menu item.

\11 Permission changes for other users will tzke effect at next login or within 5 minutes. |

| Save i\ Search | /7 Reset| Add other user| Rernove other user Grant all -- please selact -- + Rewoke all -- please selact -- v|
Display Users and groups regardless of access rights
User ID First Name Last Name Parmission type Administrate project | Data edit access me...| Data edit access high @
- - -
Users o
Cast None - (=] (] &) =
=dministrator Admin System Mone - [} ] B
ale: = ge Mone - (=] =] B
Nona - B & =
Exsnnerrineos Tiel Mone - |:| I:‘ D
tubyanov None - (=] (] &)
None - D D D
Mone - (=] =] B
f— - - = = = i
Page 1 mp
All a b c d - f g h i j k | m n o o a v = t u v —— v z

Figure 28 Example of the Permissions tab

The columns and buttons are as follows:

e Search - add search criteria to the column header fields and click Search to display only those users who
satisfy the criteria.

e Reset - removes all search criteria and re-displays the complete list.
e Add other user — click to open a dialog that allows you to add users to the list.
e Remove other user - click to open a dialog that allows you to remove users that have previously been added.

e Display - you can select from the drop-downs to display just users, groups or other users, and/or user with
permissions set.

e Grant all - select a permission from the drop-down beside this button and click the button to give that
permission to all the currently listed users. Note that if you do not wish to give the selected permission to all
users in your company then you must first conduct a search such that only the appropriate users are listed on
the page.
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Revoke all - select a permission from the drop-down beside this button and click the button to remove that
permission from all the currently listed users. Note that if you do not wish to remove the selected permission
from all users in your company then you must first conduct a search such that only the appropriate users are
listed on the page.

User ID - the user id of the user (if entered in user settings in Confirmit) is listed in this column.

Last Name / First Name - the registered name of the user. This can be changed by the user in the Home >
User > Settings page.

Permission type - click the down-arrow beside a user's field to open a drop-down list of the permissions, then
select the appropriate permission for that user. The options are:

o None - the user does not have access to the project.

o Read - the user has only Read permission, i.e. he/she can view the questionnaire and associated reports but
is not allowed to add new or delete existing elements in them.

0 Write - the user has Write permission, i.e. he/she is allowed to add questions to the questionnaire and
reports.

o Delete - the user has Delete permission, i.e. he/she is allowed to work on the questionnaire and reports, and
is allowed to delete objects in them.

Administrate project - The user is the administrator and owner of the project. He/she may alter the
guestionnaire, set the project live, check response status, etc., as well as delete the entire project This is
usually the person who initiates the project.

On completion, click Save to save any changes.

The Permissions page lists a maximum of 50 users on the current page; click the next/previous Page buttons in the
lower-right corner of the page to move between pages. Click a letter-button (along the lower edge of the page) to list
only those users whao's User ID starts with that letter. The list can be sorted on the User ID, First name and Last name
columns; click the appropriate column header to toggle the sort order up or down on that column.

5.2.1. How to Add Users to the Permissions List

Typically, an external user will send you his or her user key by email. Paste this key into Confirmit as follows:

1.

2.

Click the Add other users button above the list.

The Add other users overlay opens.

Paste the new user’s key into the overlay and click Add.

Note: Ensure there is no space after the last character in the user key.

The overlay closes and you are returned to the Permissions list. The new user is added to the list under Other Users.

You must now allocate the appropriate Permission levels to the new user.

5.2.2. How to Remove Users from the Permissions List

To remove a user from the Other Users list:

1.

2.

Click the Remove other user button above the list.

The Remove Other Users overlay opens, listing the users in the Other Users list.

Select the user or users you wish to remove from the list and click Delete.

Note: You can only remove users from the Other Users list. Users in the “Users in own company” list can
only be added and removed by the company system administrator.
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5.2.3. Access Permission Levels

The panelist data is held in columns in the database; one column for each “question” (go to Designer on page 12 for
more information). The data in the various columns can be viewed by any user, but can only be changed by a user if
that user has the appropriate permission level for that column. Each individual column can have one of three access
levels; Low, Medium or High, the level for the column being defined by the database designer in the Question
Properties pane (go to Question Properties on page 22 for more information). Each user is given access permission to
one of these same levels here in the Permissions tab.

e Low —the default access level. None of the Data Edit Access check-boxes are selected. The user can read all
the data columns, and change data in columns that have Low write access. The user cannot change data in
columns having Data Edit Access Medium or High.

e Medium — the Data Edit Access Medium check-box is selected. The user can read all the data columns, and
change data in columns that have Low or Medium Data Edit Access but cannot change data in columns
having the Data Edit Access High setting.

e High - the Data Edit Access Medium and High check-boxes are selected. The user can read or change all the
data columns.

5.3. Linked Surveys

Click this menu item to open a drop-down list as shown below.

Linked Surveys =

New Registration Survey

MNew Update Profile Survey
Linked Surveys List

Figure 29 The Linked Projects drop-down list

The options are:

o New Registration Survey - click to create a new survey for panelists' initial registration to the Professional
Panel. This functionality is also available via a button on the Linked Projects list. Refer to the Authoring User
Guide for more information on creating surveys.

o New Update Profile Survey - click to create a new survey to allow existing panelists to update their profile.
This functionality is also available via a button on the Linked Projects list. Refer to the Authoring User Guide
for more information on creating surveys.

e Linked Surveys List - opens a list of those surveys that have been linked to the panel. The list shows
registration surveys, profile update surveys, polls and surveys that have been sampled to. Note that keywords
are available for registration and update surveys, and can be used for filtering. This list can be filtered on the
different categories: Sample surveys (regular surveys that you have uploaded sample to from the Professional
Panel), Registration surveys and Profile Update surveys (the categories mentioned above) and Polls. Click on
the survey name to open the survey in Authoring.

Note: Old registration and update surveys must be given these keywords to appear in the filtering (but they
will appear in the list under sample surveys).

|‘é.-\' Search LZ Reset All - Mew Registration Survey Mew Update Profile Survey
i} Name Created By Created z
p2541361 Car Project for Documentation Apple, Adam 2/17/2012 11:21:20 AM =

Figure 30 Example of the Linked Projects list
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Two buttons corresponding to the New ... Survey menu items are available in the upper-right corner of the list, to
enable you to create new registration and update surveys. This greatly simplifies setting up these types of surveys
from the panel, since the functionality will automatically set the correct category and link the survey to the panel. For
the Registration survey, it will also automatically add the email and password questions that you need to create the
panelist.

When working with a survey that is linked to a Professional Panel, the Professional Panel will automatically open in
the Secondary Project toolbox. From here you can drag-and-drop variables from the Professional Panel into the
survey. The variables dragged in will automatically be set as Visible panel variables. Also, if you have the Professional
Panel add-on, two new Categories are introduced on the Project Overview page, allowing you to categorize surveys
that are Registration Projects and Update Profile Projects. Refer to the Authoring User Guide for further information.

Surveys linked to a panel will have a link on the Survey Overview page, enabling you to go directly to that panel from
the survey. In addition, the Hide Survey from Panelist check box is available. Normally, all surveys a panelist is
sampled to (matching the status filter ) are listed in the survey list in a panel portal. Check this box to prevent the
survey being listed

Panelist
registration- 7
Jupdate profile
survey
Allow current survey to access Find Panel... Clear |Go to panel
Panel

Hide survey from panelist

Figure 31 Example of the Professional Panel buttons and link on a linked survey's Overview page

5.3.1. Using Visible and Hidden Panel Variables

In Authoring, two Panel-related variable types are available in the question property sheets:

e Panel variable (hidden).
e Panel variable (visible).

Both can be used in surveys to which you have uploaded sample from a Basic Panel, and in surveys that are linked to
a Professional Panel (through the “Professional Panel” setting on the Project Overview page).

Panel variable (hidden) can only be used to pull values from the corresponding field (with the same variable
name/type) in the panel database - you cannot use this to push data back to the panel. This is done automatically at
the point in the survey where the variable is placed. Hidden panel variables will not push any data back to the panel,
so in the event you need to set different values for these hidden fields, you must write a script to submit those values
to the panel database.

Panel variable (visible) will pull the value that is stored in the panel database (if there is a value there), and the
question will then be displayed to the respondent with this value. The respondent can modify the value and submit a
different response as required. For surveys linked to a Professional Panel, if the panelist exists in the panel database
(profile update or regular surveys) then the new value will automatically be submitted to the panel database when the
respondent moves to the next page. For Panelist Registration surveys, this means that the panelist must be added to
the panel (using the CreatePanelist function call), before the visible panel variables will be able to push data to the
panel. For Basic Panels, no data will be submitted back to the panel database.

When working with a project that is linked to a Professional panel, the Panel will automatically open in the Secondary
Project toolbox and you can drag-and-drop variables from the Panel to the survey. The variables dragged into the
survey will automatically be set as Visible panel variables.
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5.4. Panel Portals

In Confirmit you can build your own library of panelist interfaces (Panel Portals), through which your panelists (and
potential panelists) can read about your panels and register as new panelists. Those who have already become
panelists (members) can log into the Panel Portal to answer new or previously-started surveys, view their survey list,
update their profile, view their points, etc. All these actions are conducted via the Panel Portals menu.

A panel functions in the same way as a normal survey. Typically, a panel consists of mapping and profile questions
such as demographic questions, work-related and household questions. The panelists register themselves in your
Panel, or you can import people directly into your Panel if you already have their information. Based on their
information inside the Panel, you can then recruit relevant respondents to specific surveys. A Panel Portal is the
interface (homepage) through which your panelists log in to participate in surveys, check their point status, change
their profile, etc.

Panel Portals can only be used together with Confirmit Panels.

5.4.1. Accessing Panel Portals

1. Onthe Professional Panel List page, click on the appropriate Panel ID to open the Panel you wish to work
with.

2. Go to the Panel Utilities > Panel Portals menu command.

The Panel Portal List page opens. This page lists all the portals that you have access to. The current portal (if
any) is shown in bold.

3. Toopen a Panel Portal in the Designer page, click on the Portal Name, or move the mouse pointer onto the
Portal name to display a down-arrow button beside the name, click the button to display a drop-down menu
and select Designer.

|>< Delete Import Cormrmunity Portal Mew Commrunity Portal
I:‘ Portal Name Company Created By Created Fublished Z
O |Doc Portal | T | User Guide Company Apple, Adam 09/03/2010 13:43:57 09/03/2010 13:46:41

DesignerD

View

Duplicate

Export

Figure 32 Accessing a Panel Portal for editing

The menu options are:

e Designer — opens the Panel Portal Designer page. This menu command has the same effect as clicking
directly on the Portal name.

¢ View - opens the panel in viewing mode, as the panelist will see it, in a new window. Note that the panel must
be published before View becomes available (go to How to Publish a Panel Portal on page 67 for more
information).

o Duplicate — makes a copy of the selected Portal. You can then re-name and edit the copy to make variations
of the original.

e Export — allows you to export a Panel Portal to another Confirmit server.

5.4.2. How to Add a Portal to your Panel

A Panel Portal can only be activated on a Confirmit Panel. You can do this in two ways:

e Create a new Panel Portal (go to How to Create a New Portal for a Panel on page 38 for more information).

e Import an existing Panel Portal template to your panel (this is the most common approach)(go to How to
Import a Panel Portal on page 38 for more information).
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Note that the direct panelist link will be displayed under Panel Management together with the link to the panel
registration survey.

5.4.2.1. How to Create a New Portal for a Panel

1. Go to the Panel Utilities > Panel Portals menu command.
The Panel Portal List page opens.
2. Click the New Panel Portal button located towards the upper-right corner of the page.

The Properties dialog box opens.

Mame | |

| Cancel || || Mext = || Finish |

Figure 33 The Panel Portals Properties dialog box

3. Type a name for the new Portal into the Name field and click Next.

The Select Template page opens, listing the templates available. Note that if you choose Finish here, then an
empty Portal Designer page opens and you must then create the portal "manually”.

4. Select the desired template from the list and click Finish.
The Portal Designer page opens with the new portal as defined by the selected template. Use this page and
the toolbox provided to design and edit the portal as required.
5.4.2.2. How to Import a Panel Portal

You can also import Panel Portals created on other Confirmit installations (go to How to Export a Panel Portal on page
69 for more information).

Note: You must first have a Panel into which the Portal can be imported.

1. Go to the Panel Utilities > Panel Portals menu command.
The Panel Portal List page opens.
2. Click the Import Panel Portal button located towards the upper-right corner of the page.

The File to Upload selection dialog box opens.

File to upload | |[ Browse... |

Figure 34 The File to Upload selection dialog box

3. Click Browse to open a standard Windows file selection dialog.
4. Browse to and select the portal file you wish to import, then click Open.

The portal is imported to this Panel.
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5.4.2.3. How to Set a Portal as Default

In the event you have more than one portal availab

le, you can set one of them to be default. To do this:

1. Goto the Panel Utilities > Panel Portals menu command, and from the Panel Portal List select the portal you
wish to make default.
2. In the PanelPortal toolbox, right-click on the portal and select Set as Default Portal.
Toolbox -
O e —
=l .3 Pag Edit
BRI publish
= %ﬂ Set as Default Purtal%J
E Cuplicate
= 3 Pag Excport
g} Save as Template
I_':‘Ei Expand All
|_I:-EF Collapse All
gr El Rename
E7) -ﬂ Properties
EL4 Login (LOGIN)

Figure 35 Setting a portal as Default

The text (DEFAULT) is displayed after the portal name in the toolbox, and the portal name is displayed in bold
text in the Panel Portal List.

5.4.2.4. How to make the Portal Dynamic

You can control which portal is displayed when a panelist logs in such that for example the portal layout depend on
the country of origin specified in the user's details. The variable that is used to specify which portal is to be displayed
is set in the default portal. To do this:

1. Decide which variable in the panel is to control the portal used, or create the variable as necessary.
This variable must include all the possible options for which you wish to provide different portals for. This
example uses the Country variable, so will display a portal depending on the country selected by the panelist.
The panel question should ask for example "In which country do you live?"

2. Goto the Panel Utilities > Panel Portals menu command to open the Panel Portal List window, and select
the default portal.

3. Inthe Panel Portal toolbox, right-click on the portal name (the top item in the toolbox) and select Properties
from the menu or double-click on the portal name, to open the Properties page for the portal.

4. Set the Portal Code Variable property to the variable you wish to use as the controller (in this case country).
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Figure 36 Setting the Portal Code Variable property
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53

5. Set the Portal Code property to the code for the "default" country and save the changes.

6. Go to the Properties pages for the other portals that are to be made available, and set the Portal Code
property to the code of the appropriate answer. l.e. If a particular portal is to be presented when the panelist's
country is France, then set the code for the France answer into the Portal Code field for that portal. Note that
for the "secondary" portals, the Portal Code Variable will already be set to that selected above for the default

portal.

7. Save the changes.

Once the panelist has completed the panel questionnaire and provided an answer to the Country question,
when the panelist later logs in, he/she will automatically be presented with the portal specified by the variable.

Note: Once the Portal Code has been set for a portal, then it can be displayed by adding the querystring
parameter "pc" to the portal url. for example, add ...&pc=1 to the url to use the portal with the code 1.

5.4.2.5. How to Add Meta Tags to a Portal

You can add meta tags to the HTML code of the Panel Portal pages, enabling you to add information such as Author,
Description, Keywords etc. to the page. Note that this information will not be visible on the survey page. To add meta

tags:
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1. In Confirmit, open the portal you wish to work with.
2. Double-click the top-most node (with the name of the portal) or right-click it and select Edit.

The Meta Tags list page opens.

| Save ‘ﬂ

Meta Tags

@ Add Meta Tag 2 Delate

Name Http-Egquiv Content

There are no Meta Tags specified for this Community Portal, click 'Add Meta Tag' to add one.

Figure 37 The Meta Tags list

3. Click the Add Meta Tag button.

Data fields appear.

‘ Save 4=

Meta Tags

‘ @ #Add Mets Tag X Delete

|:| Name Http-Equiv Content

B > []

Figure 38 Adding a Meta Tag to the list

4. Click the down-arrow beside the Name field to open a list of standard tags and select a tag from the list, or

type another tag name into the field.

5. Add the content of the tag into the Content field.

e Http-Equiv - provides an HTTP header for the information in the Content attribute. The Http-Equiv attribute
can be used to simulate an HTTP response header, and its value depends on the value of the Content

attribute. If the Name attribute is set, the Http-Equiv attribute should not be set.

6. Click Save to save the changes.
7. Repeat the procedure as necessary to add more meta tags.

8. On completion, publish the portal and verify that the meta tags are added correctly to the page.
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5.4.3. Panel Portal Languages

The Panel Portal pages and texts can be made available to the respondents in any language and any number of
languages. You can also make the portal language dynamic, so the portal will automatically adopt the language
specified in the user details.

5.4.3.1. How to Add a Language to the Portal

1. Inthe Panel Portal toolbox, right-click on the Portal name (the top item in the toolbox) and select Properties
from the menu or double-click on the Portal name.

The Properties page for the portal opens.

E Save ﬁ Save and Close E)_ FReset
Community Portal - Documentaton Portal 1
Name |Dncumentatinn Partal 1 |
Default Language | English V|
Portal Languages (Languages) II'
Theme Code Variable | V|
[E] Title
English | |
French | |
German | |

Figure 39 Example of the Properties page for a Portal
2. Click the ... button beside the Portal Languages property.

The Portal Languages window opens with the currently selected languages listed in the Selected Items
column.
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(= Portal Languages - Windows Internet Explorer : E||E|

Portal Languages Confirmit. ET

everywhere =

Find what | || Find I

[ ] Match case
[ ] Match whole words only

Available items Selected items

French (Switzerland) L [] Language Mame

Gaelic I:l English

Georgian I:l French
German

German [Austria)
German (Liechtenstein)

German [Luxembourg)
German [Standard)

German [Switzerland])

Gresk

1O00000Eoon

£

L TR (S} -

| Ok || Cancel

Figure 40 The Portal Languages window

3. Inthe Available Items column, scroll to the language you wish to add to the portal, and click on it to select it.
You can select as many languages as you require.

4. Click the >> button to move the selected language(s) to the Selected ltems column.
Select a language in the Selected Items column and click the << button to remove that language.
6. On completion, click OK.

The window closes and the selected languages are added to the Portal.

Note: A search facility is available in the upper part of the window. If this is not visible, click the chevron
button beside Find to open it.

Text fields for the selected languages will now be available in the Portal and page Properties pages. You must
now fill in the text fields for the Portal and the various pages for the languages you have selected (go to Page
Properties on page 55 for more information).

5.4.3.2. How to make the Portal Language Dynamic

You can make the portal language dynamic such that the portal will use the language specified in the user's details.
To do this:
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1. Inthe panel, create a language variable using the language codes (refer to Appendix B of the Authoring User
Guide for details) as the codes for the options.

This variable will need to include as answer options all the possible languages that you wish to provide to the
panelists. It should ask for example, "In which language would you like to view the portal?"

(Z) Panel Variables

= [2d) Professional Panel (p1217318) .
=l [ System Variables (W Answers I JavaScript " Languages |
U”wbmbed (Single) R Add | Add Predefined | Add. Geoup Heading | e —
@ UnsubscribedDate (Date)
[3-] Emailstatus (Single) | English Code | Style
anguaage - Language (Single) 3 ,f| English | g
| Regular variables Morwegian 20
| Recoded Variables
|5y Database Space-consuming Variables

E SurveyHistory (Loop)

ﬁ CreditTransactionHistory (Loop)
— = (] 1 &

Figure 41 Example of the language variable

m Cinnle

2. Goto the Panel Utilities > Panel Portals menu command to open the Panel Portal List window, and select
the portal you wish to work with.

3. Inthe Panel Portal toolbox, right-click on the Portal name (the top item in the toolbox) and select Properties
from the menu or double-click on the Portal name, to open the Properties page for the portal.

4. Set the portal's Language Code Variable property to the variable you created in point 1 of this procedure, as

shown below.
Toolbox - E Tz Properties
(%) Panel Portal il Meta Tags Community Portal - DocPortal1
[l =) Page Masters add Mata T; Name DocPortall
= E}% Defalt Master |:| Name Default Language English -
EMES
@Green it Portal Languages {Languages) III
@Drange Portal Code
[l -5 Pages There are no Me | Cod bl
w
@Home {DEF#.ULT} Portal Code Variable
@ Join Community Theme Code Variable *

%Lwt Password? ' Language Code Variable hd )
oLl FAQs
=l

|C5) Members Cnly -

58 Contact Us English English
@Abnut Norwegian MNorwegian
2 Login (LOGIN)

Figure 42 Setting the Language Code Variable property
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5. Save the changes.

Once the panelist has completed the panel questionnaire and provided an answer to the language variable,
when the panelist later logs in, he/she will automatically be presented with the language specified in the
variable.

Note: The dynamic portal language functionality will not work if the Language Selector component is
included in the panel. If the Language Selector component has been used then you will need to go through
the panel and remove all instances of the component from the page master and all pages.

5.4.4. The Panel Portal Designer

The Panel Portal Designer is where you create and make changes to your portal pages. The toolbox contains the
Page Masters (go to The Page Masters Folder on page 46 for more information), Themes (go to The Themes Folder
on page 48 for more information), and Pages (go to The Pages Folder on page 53 for more information). The Visual
Components toolbox contains the elements that you can use on a page (go to Visual Components on page 57 for
more information).

In the figure below, the Panel Portal toolbox contains a Page Master, Themes and a number of Pages. In addition
there are more pages inside the Members Only folder (go to Folders and Structure on page 56 for more information).
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Figure 43 The Portal Designer toolboxes

The portal has a right-click menu. The options in this menu allow you to publish the portal (go to How to Publish a
Panel Portal on page 67 for more information), set the portal as default (go to How to Set a Portal as Default on page
39 for more information), export the portal etc.

5.4.4.1. The Page Masters Folder

A Page Master is a template that provides an overall look-and-feel to the pages in the Panel Portal. You can create as
many Page Masters as you need for a Portal. The first Page Master in the list will be used as the default, and will be
applied to all pages in the Portal unless other Page Masters are specified for particular pages. A portal page will
always adopt the look-and-feel of the Page Master specified.

- 46 -



Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

5.4.4.1.1. How to Create a Page Master

To create a new Page Master, right-click on the Page Masters folder name text beside the folder icon to open the
drop-down menu, and choose Insert Page Master (Inside). A blank Page Master is added to the portal. If you want to
base a new Page Master on an existing one, then right-click on the Page Master you wish to copy, and choose
Duplicate.

5.4.4.1.2. The Page Master Properties

The Page Master has a Properties page where you can edit the page master name, set the document type etc. To
open the Properties page:

1.

In the Panel Portal toolbox, expand the Page Masters folder, right-click on the page master and select
Properties from the drop-down menu.

The Properties page opens.

Page Master - Default Master

Mame Dafault Master

Document Type K¥HTML 1.1 Strict -
External Javascript Url =]
Body Style Mame body hd

Use newsst available version of IE rendering [ =]

Figure 44 The Properties page for a Page Master

The properties are as follows:

Name - the name of the page master. Here you can edit it as required.
Document type - choose a standard for the document type.

External Javascript Url - you can refer to an external Javascript file in the page master. Enter the URL of the
.js file you wish to use. You can add multiple URLSs to the field; use a comma (,) as the separator.

Body Style Name — the style to be set for the BODY-tag in the document.

Use newest available version of IE rendering - Internet Explorer versions later than 7 render pages very
differently from Internet 6 and 7. Therefore Confirmit normally runs all surveys in a compatibility mode which
makes newer versions of Internet Explorer behave like Internet Explorer 7. This then avoids the extra
complexity related to creating html and css that behave the same in all versions of Internet Explorer. Select
this option to turn the compatibility mode off, thereby allowing Internet Explorer always to run in the best
available mode, based on Doctype and Internet Explorer version. Use this property in combination with the
HTML5 doctype option to run Internet Explorer 8 and 9 (and later) in the most modern rendering mode
available in these browsers.

The article by Microsoft at the following URL explains the subject in more detail: http://msdn.microsoft.com/en-
us/library/cc288325(v=vs.85).aspx

Set the properties as required, then save the changes by clicking the Save button above the Page Master
Designer area.

5.4.4.1.3. How to Edit a Page Master

To open a Page Master for editing, double-click the name of the Page Master In the toolbox, or right-click on it and
choose Edit. The page designer opens at the Layout tab.
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Figure 45 Example of a Page Master

On the Layout tab, you specify which Visual Components (page elements) are to be included on the page, and where
they are to be located.

To define the look-and-feel for each of the Visual Components, double-click the component or right-click on it and
choose Properties (go to Visual Components on page 57 for more information).

Go to the Preview tab to preview the current version of the Page Master. Remember to save any changes you may
have done before previewing the Page Master.

For more information on using HTML tables, free-from text, and images on your portal pages, see Editing your Page
Masters and Portal Pages.

5.4.4.2. The Themes Folder

A theme is a collection of different Styles, each holding a specific layout definition. Inside a Panel Portal you can have
as many different themes as you wish, but only one can be active at a time. You can specify one theme to be the
default, and this theme will then be used whenever no other theme is specified. You can however select other themes
to be used for specific pages and components.

To set a theme as default, right-click on the desired theme and select Set as Default. Confirmit will display the text
(DEFAULT) next to the default theme in the Panel Portal toolbox.
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Figure 46 The default theme

You can allow the panelists to select a theme so they can "personalize” their portals. To give the panelists this
possibility, place a Theme Selector component into the master page for the portal (go to Visual Components on page
57 for more information). If a panelist chooses not to select a different theme, then the portal will be presented using
the default theme.

You can also have Confirmit select the theme to be used depending on a panelist's answer to a question in the
panelist questionnaire. For example you could have Confirmit use different themes for males and females under and
over the age of 20. In this case you use the Theme Code property to set up the specifications (go to The Theme Code
Property on page 49 for more information).

Once you have set up the Theme Code functionality, you can define in the email link that the panelist uses to open the
portal the theme to be used (go to Adding a Theme Code to the Email Link on page 51 for more information).
5.4.4.2.1. The Theme Code Property

You can program Confirmit to select a theme automatically for a panelist depending on answers given in the
guestionnaire. This involves using the Theme Code property, which causes the default theme to be overwritten.

Note: If a Theme Selector component is included on the Master page for the portal, then the theme specified
in the Theme Selector will over-write the theme specified by the Theme Code. You are therefore
recommended to remove the Theme Selector component (if one exists) from the page master before starting
this procedure.

1. Ensure that the Themes folder in the Panel Portal toolbox contains the themes you wish to be available for the
panelists.

2. In the panel questionnaire (Panel Setup menu), include a single question and give it a logical name, for
example "ThemeCode".
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3. Add the theme options as the answers to this question, and set the codes for the answers to be something
specific.

For example, if the themes available are to be "Green" and "Orange", then it would be logical to set the
question's answers to "Green" and "Orange", and the codes to "g" and "o" respectively as in the figure below.

| Toolbax "W Hsave @& @3- 52 4y B E B 2 U

lil

= [z Professional Pane! (p1217318)
[3) System Variables Text | Answers I JavaScript " Languages |

=1 [ Regular Variables
E emeCode - ThemeCode (S

-- Font -- -- Size --

‘F@ Add Add Predefined Add Group Heading Add Group End Clear E Dal

[T Recoded Variables English Morwegian Code  Style
| Database Space-consuming Variables | Green 1
L_[E SurveyHistory (Loop) Crange 2

LE% CreditTransactionHistory {Loop)
B E@Reusable scaleflist

= list1

Figure 47 Example of a Single question in the panelist questionnaire to set the theme for a panelist

As the theme selection is to be automatic, the question would normally be "hidden".
4. Generate the database for the panelist questionnaire.
In the Panel Utilities > Panel Portals page, select the portal you wish to work with.
In the Panel Portal toolbox, double-click on the Portal node or right-click on it and select Properties.

The Properties page for the portal opens.

7. Click the down-arrow beside the Theme Code Variable field and select the variable (question) that you have
created earlier.

8. Save the changes.

9. Inthe Panel Portals toolbox, the Themes folder contains the available themes. Double-click on a Theme or
right-click on it and select Properties.

The Properties page for the theme opens as shown below.

E Save E Save and Close E)_ Resat

PanelThemeSheet - Green

Name |Green |
External Stylesheeat Url | | ﬂ
Theme Code |g |

Figure 48 The Properties page for the Green theme

10. Inthe Theme Code field, type the code for the theme as specified earlier in the procedure.

In the example above, the code for the Green theme was set to g.
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11. Save the changes.
You can now go into the Panel Management > Single Panelist Editor page and set the ThemeCode variable to the
desired theme for specific panelists, and you can also of course use a panel rule to set the theme for sets of panelists
simultaneously.
5.4.4.2.2. Adding a Theme Code to the Email Link

Once you have set up the Theme Code functionality (go to The Theme Code Property on page 49 for more
information) you can add a Theme Code to the email link that is sent to the panelists. To do this, type:

tc=<precode>
onto the end of the link that is to be sent to the panelist.

This can also be done automatically using scripting and piping, but this is only for advanced users and the details are
beyond the scope of this manual.

Note: Adding a Theme Code to the email link will automatically over-ride all other theme selections.

5.4.4.3. Styles

Click the plus sign in front of each Theme to see all the styles for that Theme. The figure below shows the styles
available in the Green theme. When the Green theme is in use, the Visual Components (and free-form text) can be
assign any of these look-and-feel definitions.

To set a Style for a Visual Component:
1. Double-click the component on the page, or right-click and choose Properties.
The component Properties pane opens.

2. One of the properties listed is the Style Name. Click the down-arrow button beside the property to open a
drop-down list of the available styles, and select the required style from the list.

3. Click Apply or Apply and Close to apply the change.

4. On completion, save the changes.
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=1 [y Page Masters
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g navigatorbg 4 Logout Image Url
E Ezlﬂ;ld > Theme selector Orientation Horizontal hd
[ pagetite Text Layout TaxtOnLeft -
(=] topbutton Display Remember Me i} £

Show Login Status When Logged In

Password Recovery Page -
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______ Password Page -
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Title Text Style Name
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Figure 49 Applying a style for a Visual Component

Each style has its own set of properties as appropriate for the style’s requirements. Below is the properties pane for
the pagetitle style. As this style is a “Text” component, it requires a number of font properties.
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Figure 50 Style properties

When you change a setting, Confirmit provides an instant preview of the style so that you can see how the change
affects the style. Also, when making changes to a style, each alteration (setting) is listed below the preview so that
you can see which settings have been set for that style (go to Visual Components on page 57 for more information).

5.4.4.4. View Stylesheet Contents

You can view all the styles for a theme on one sheet.

¢ Right-click on a Theme and choose View Stylesheet Contents.

Confirmit will then list all the styles for that Theme. This can be useful if you want to quickly find the definitions of all
styles, typically for use outside this theme.

-52 -



Confirmit Confidential

Confirmit 21 Professional and Standard Panels User Guide

| Toolbox

= [ DocPortal1 (DEFAULT)
=l [y Page Masters
@ Default Master

B [ Themes

ﬁ navigatorbg
ﬁ profile

ﬁ tablegrid
ﬁ pagetitle
[~ topbuttan
ﬁ toplogin

ﬁ toplogintitle
= toptextbox
ﬁ toplabel

m

.__ﬂ_ | Page area

.Qm Login

I';_l_-, Login name

."‘3 Login status

ﬁ Password recovery
IZ= Change password
@ Mavigator

Qi Navigator path

E‘D"—l | anmiane eslartnr

m

navigatorbg{
background-color: #4A8AGE;

¥

.profilaf
heighti400p=;
width:745px;

¥

tablegrid{
font-size:1lpx;
color: #4ABAGE;

¥

.pagetitlef
margin-right: 10pa<;
font-size:20px;
color: #4ABAGE;
font-family:vardana;

¥

topbuttony
margin-laft:2psx;
font-size: 10px;
color: #4A8A6E;
font-family:verdana;

¥

toploging
margin-top:-3px;

¥

toplogintitlef
font-size: 0px;
color: #EBFFEB:

¥

doptextboxd
font-size:1lpx;
font-family:arial;
width :65pa;

¥

Figure 51 Viewing the Stylesheet Contents

5.4.4.5. The Pages Folder

The third main folder inside the Panel Portal toolbox is the “Pages” folder. This is where you set up the portal pages.

5.4.45.1. How to Create a New Page

To create a new page in the Portal:

1. Inthe Panel Portal toolbox, right-click on the Pages folder text to open a drop-down menu.

2. Select Insert Page (Inside).

Or: Right-click on an existing page and choose Duplicate.

5.4.4.5.2. How to Edit a Page

Double-click on a page in the Panel Portal > Pages folder to open the page for editing. The Panel Portal Designer
page opens for the selected page. This is where you select the Visual Components that are to be used on the page,
and position them on the page.

A new page has been created in the Pages folder, called in this case Example Page (go to How to Create a New
Page on page 53 for more information). This page will now be used to provide worked examples of the various

procedures used when editing a page.
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On this page it has been decided to show some text (the text element), an external link, a link to the page called
“Home”, and an image will be inserted across the bottom of the page.

1.

The first step is to set the Page Master (go to The Page Masters Folder on page 46 for more information):

Right-click on the page and select Properties from the drop-down menu. The Properties pane opens. The first
property in the list is Page Master.

Right-click on the down-arrow beside the Page Master field to open a drop-down list of the page masters
available, and select the desired page master from the list.

If several languages have been defined for the Portal, then on this Properties page you can also type in
translations of the title and description for the non-default languages.

Save the changes.

The “Page Area” element determines where the page (portal page) is located on the overall page (Page
Master) (go to How to Create a Page Master on page 47 for more information).

In other words, overall browser views are set up as Page Masters. The individual portal pages are set up
under “Pages”, and you assign a Page Master for each page (if you do not, the default Page Master will be
used). The portal pages will always appear on the screen where the Visual Component “Page Area” is located.

Set the Page as Default / Login

In the same way as one Theme is set to be default, one page is also set as the default page. This will then be
the first page that the respondent sees when he/she goes to the Panel Portal. In most cases this will be the
starting page (home page).

Right-click the page and choosing Set as Default. Confirmit will show the default page each time a new visitor
enters the portals.

The page you wish to use as the login page must also be specified. To do this, right-click the page and
selecting Set as Login. Confirmit will display the text “LOGIN” next to the login page in the Panel Portal
toolbox.
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5.4.4.5.3. Page Properties
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Figure 52 Setting the Login page

To open the Properties pane for a portal page, right-click on the page in the Panel Portal toolbox and choose
Properties from the menu, or when the page is open for editing click the Show/hide Properties button in the Editing
pane toolbar. The properties pane opens alongside the page.
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Figure 53 Example of a Page Properties page

The page properties are as follows:

Page Master — defines the layout for that page (go to The Page Masters Folder on page 46 for more
information).

Name - the name of the page. You can edit this at any time.

Protected — check this box if you want this page to be accessible only to people who are logged in. If a page
is not protected all visitors can see the page.

Navigator Item — defines when the page is to be visible in the menu bar (go to Folders and Structure on page
56 for more information).

Visible — leave this box checked if you wish the page to be visible in the menu bar all the time. If the box is
unchecked, then the page will not show.

Visible when not logged in- leave this box checked if you want the page to be visible to all visitors to the
site. Uncheck the box to hide the page from those who are not logged in.

Title — the portal can be made available in any number of languages. These languages are selected when the
portal is first created, or can be added later (go to Panel Portal Languages on page 42 for more information).
The respondents can select the language (from the list available) in which the Portal is presented. The Title
property provides one field for each language selected. Type into the fields the page titles in the various
languages.

Description — here you specify for each language the text you wish to appear when a respondent points to the
page on their screens (mouse-over).

5.4.45.4. Folders and Structure

Folders are used inside the “Pages” section to create a menu structure for the portal pages. Each folder will be
presented as a clickable sub-menu for the panelists.
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To insert a new folder:

1. Right-click on an existing folder and select either Insert Folder (Inside) or Insert Folder (After) as
appropriate.

2. Once you have created the folder, create pages inside the folder or place them there using drag-and-drop.
Note that you can have folders within folders.

In the figure below, note how the pages Example Page, Home, Join Community, FAQs, Contact Us, and About are
displayed as separate pages on the menu bar. The folder “Members Only” creates a drop-down menu which leads to
the pages inside the folder. The Lost Password page does not appear here because the Visible property in the page's
Properties page has been unchecked. The login page is only displayed when someone attempts to enter a restricted

page.
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Figure 54 Using a folder to create a menu layout

5.4.4.6. Visual Components

The Visual Components are “prefabricated” elements you can use on the portal pages. Page Masters and “normal”
pages have different sets of Visual Components available, reflecting the pages’ different functions.

The procedure for inserting Visual Components is the same for Page Masters and Pages. Note that the Visual
Components you insert into a Page will all be located within the Page Area component that is positioned on the Page
Master.

5.4.4.6.1. How to Add an HTML Table to the Page

When you first create a page, it will be empty. To simplify the positioning of components on a page, it is recommended
that the first thing you create on the page is a table. You can then place the various components within the table cells,
and use the cell properties to define the positions of the components. An existing page will normally already have a
table.

1. Double-click on the appropriate page in the Panel Portal toolbox Pages folder, or create a new page (go to
How to Create a Page Master on page 47 for more information).

The Page Editor for the page opens.
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Figure 55 The blank page editor

2. To create the table, click the Table button E (A in the figure below) in the page editor toolbar to open the

table selector, move the pointer to the right and down until the required number of rows and cells are selected,
then click in the lower-right selected square.

H Save %3
Layout I Prawview

Gl ¥ 3@ B I U E = = i=i= 15
-- Style -- W ;

Ay

%3

Figure 56 Creating a 3x3 HTML Table

While working in the Portal Designer, a dotted grid is displayed as a visual guide so you can see the table and
cell boundaries while editing. The table will not be visible on the portal page. If you wish to see the page
without this grid, either select preview, or click the Show/hide grid button (B in the figure above).

Right-click in the table and select Table Properties from the drop-down menu to open the Properties page for
the table.

Right-click in a cell and select Cell Properties from the drop-down menu to open the Properties page for the
selected cell.
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5. In the right-click menu you can also add and delete rows and columns for the table.

6. On completion, click Save to save the changes.

H Save %;
Layout I Preview

4 2@ B 1 Uu=SEE=
-- Style -- v||:|v

e
"
{eat]

Figure 57 Theresulting 3x3 table

5.4.4.6.2. How to Add a Visual Component to the Page

A page can include any number of visual components. From the Visual Components toolbox, which contains all the
various page elements, we will now drag a component and drop it in the upper left cell.

1. Go to the Visual Components toolbox, click on the component you wish to insert, and drag it up to the
appropriate field in the table.

Or:

Right-click in the appropriate cell, choose Insert Component, then select the desired component from the
drop-down list.
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Figure 58 Dragging a Visual Component into the table

In the example, a Language Selector component is being dragged into the upper-left cell of the table. You can
now open the component’s, the cell’'s and/or the table’s Properties pages and set up the component as

required.

2. On completion, click Save to save the changes.

5.4.4.7. The Visual Components Toolbox

Page Masters and “normal” pages have different sets of Visual Components in the toolbox, reflecting the pages’

different functions. The following sections describe all the components available.

Each Visual Component has a Properties page that contains properties particular to that type of component. The
Properties page enables you to select the characteristics for the specific component, and in many cases what
information the component displays and how it is displayed to the panelist. To open the Properties page for a
component, double-click on the component or right-click and select Properties. Refer to the Confirmit Authoring User

Manual for further information on the properties.

5.4.4.7.1. Page Area

The Page Area component determines where the page (portal page) is located on the overall page. This component is

only available for a Page Master.
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Figure 59 A Page Master with the Page Area element

5.4.4.7.2. Login

The Login element displays the username and password text-fields and the associated Login button to the panelists.

Pl e

Language:|Eng|ish VlTheme:lGreen e UserName:I:I Passward: Log In

Confirmit.

Jaoin Cormmunity Members Only Contact Us | about

Home
Wyelcome!

Larermn ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna
aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco labaris nisi ot aliguip.

I nrerm insum dolor sit amet. cnnsectetur Adinisicinn elit. sed Ao einsmnd temnor incididont of lahore /t dnlore manna

Figure 60 Example of the Login component in use
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Note: For Professional and Standard Panels, the User Name will be the user's email address. The user will
therefore log in using his/her email address and password.

5.4.4.7.3. Login Name

The Login Name element displays the panelist’s username (normally the email address) after he or she logs in. In the
figure below, the Login Name element is being set up. Here, a custom text (Format String) is defined so when for
example Peter Jones logs in with his username “peterj@firm.com”, the text displayed in the page becomes “Welcome
peterj@firm.com!”

The “username” is the only element that can be piped into the Login Name component.

Apply | Apply and Close EJ_[-.;:.-?; 1w Reset

Login Name - Login name

il
i)

S AL LR e e T ey | Style Name logintext i
[ |':|
- Login name il O = st String
N }( Delate :
v TTTTEEEEEE TR TR = nalish Welcome ~usermame”™!
H Login | Prupertr.gs
;-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_-_ LLLLL L -_-_-_-_‘I:: : 4 e
EE Norwegian

Figure 61 Setting up the Login name component

5.4.4.7.4. Login Status

The Login Status component allows you to place a hyperlink to a login page anywhere in your portal. This element is
often used in combination with the property “Show Login Status When Logged In” on the Login component. If this
property is checked on the Login component, and the Login component is always displayed on screen (normally part
of the Page Master), then the Login Status component may not be used.

5.4.4.7.5. Password Recovery

This component allows the panelist to ask that his or her password be sent to their email address. This requires that
the panelist has previously registered.

5.4.4.7.6. Change Password

This component provides the panelist with a link to a page on which they can change their password. The panelist can
click the link at any time.

5.4.4.7.7. Navigator and Navigator Path

The Navigator component determines where on the page the menu is displayed. The Navigator path component
shows the panelists the history of pages visited.

5.4.4.7.8. Language Selector

If the portal is created in more than one language, then the panelists and other visitors to the site must be able to
choose which language the portal is presented in. In this case the selector is located in the upper left corner of the

page.
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Figure 62 Example of the Language Selector in use

5.4.4.7.9. Theme Selector

If more than one theme is available to the portal, then you can provide the Theme Selector component to allow the
panelists and other visitors to choose which of the themes is used for their portal. In the example shown below, the
selector is located in the upper left corner of the page (ringed) and the “Green” theme is selected (go to The Themes
Folder on page 48 for more information).

Language: | Englizh |

Confirmit.

Example Page Join Community 12 | Members Only Contact s

Login

Figure 63 Example of the Theme Selector in use
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5.4.4.7.10. Surveys List

This component presents a list of the surveys the panelist is involved with, and can present additional information on
each survey in the list. Each Surveys List component on a page can display one type of list, for example “All
completed surveys” or “All surveys that are not yet started”. If you wish to present several types of list to the panelist,
then you must add one Surveys List component to the page for each type of list you wish to present.

5.4.4.7.11. Credit Balance

Confirmit keeps track of points earned for panelist participation. Use the Credit Balance component to display the
current number of points earned by the panelist. In the example below, when panelists go to the View Your Points
page, they will see the sentence “You have N points in your account.” The variable N displays the credit balance,

starting at zero.
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You have t ! points in your account.

A Password recovery

Figure 64 Example of the Credit Balance component in use

| Note: You can import and export panelist credits (go to Panelist Credits on page 121 for more information).

5.4.4.7.12. Edit Profile

Your panelists should have the opportunity to update their profiles. This component places a link on the portal page
that, when clicked, takes the panelist to the survey they answered when signing up as a panelist. Here they can
update their details so that when you next sample the panel for respondents for a particular survey, the group of
respondents found for that survey is optimized.

Note: You can use different surveys to update different parts of the panelist database. The link must then
refer to the appropriate survey, so you must type the survey’s ID number into the Profile Survey ID field.

The survey will appear where the Edit Profile component is placed on the page.

Note that you can have the Edit Profile survey open as an "In-line" frame. This allows you to embed the survey into
any web page without having to use iFrames. To do this:

1. Double-click on the Edit Profile visual component to open the Designer page for that component.
2. Right-click on the Edit Profile component on the page and select Properties from the drop-down menu.

The Properties page opens.
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Figure 65 The Edit Profile component Properties page

3. Check the Use Inline Frame box.

4. Click Apply or Apply and Close to save the changes.

5.4.4.7.13. Edit Profile Link

This is basically the same as the Edit Profile component, but takes the panelist away from the portal page and opens
the registration survey in the window. Once the panelist has worked through the survey, it is closed and he/she is
returned to the portal.

Note: You can use different surveys to update different parts of the panelist database. The link must then
refer to the appropriate survey, so you must type the survey’s ID number into the Profile Survey ID field.

5.4.4.7.14. External link

You can insert hyperlinks on your portal pages. To do this, drag the Visual Component “External link” onto a page,
then double-click the element (or right-click and choose Properties) to set the properties for the element. One
property that must be set is the URL for the link.

5.4.4.7.15. Link Target

Use this component to embed an external link on a portal page. If/when the panelist clicks this link, the external site
will open in the portal page.

5.4.4.7.16. Text

Use the Text component to display text on a portal page. Note that you can enter text directly onto a page (go to Free
Text on page 72 for more information), however If you do the text will be the same for all panelists, regardless of
language. If you use the Text element, you can to specify text for each language selected for the portal, and Confirmit
will display the text in the language chosen by the panelist via Language Selector (go to Language Selector on page
62 for more information).

5.4.4.7.17. Poll
You can link Polls to a Panel and embed the panel in the Panel Portal.

If you have created a Poll going through the “New Poll” wizard (refer to the Authoring User Guide for further
information), you can return to the Project Overview page before launching the poll and set up a link to the Panel. This
will automatically add “panelistid” to the project.

In Panel Portal, you can insert the Poll component on any page:

1. Right-click on the component and select Properties to open the Properties page.

2. Inthe Poll Survey ID field, type the project number of the poll.
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3. Decide whether it should only be available for panelists who are logged in, those who are not logged in, or
both.

Note: For alogged in panelist, the system will automatically capture the panelistid and store it in the Poll
database. This makes it possible to merge the poll results with panelist profile data, for reporting, or for
adding the poll answers to the panelist database.

4. Apply the changes and Save.

|n5aue E &

Apply Apply and Close IE,. Reset

Layout | Praview Poll - Poll
r

Poll Survey Id |
Visible

Hide Whean Logged In I:‘

Visible When Not Logged In

Style Name | b

a‘h Poll

Figure 66 Setting the properties for a Poll visual component

5.4.5. Properties on a Panel Portal

To set properties on the portal level, right-click on the portal name, and choose Properties or double-click on the
portal name. The Properties page opens.
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Figure 67 Setting the properties on the portal level

e The portal name is displayed at the top of the property sheet. You can change the name by typing a new name

into the field.

e Default Language - specify which of the Portal Languages is to be the default. This language will be used as
the first-entry language and whenever another language has not been chosen.

e Portal Languages - select the languages you wish the panelists to be able to select between. In the example
above, English, French and German are selected.

e Theme Code Variable - specify the question to be used as the deciding element when Theme Codes are to
control the theme used by the portal (go to The Theme Code Property on page 49 for more information).

o Titles - specify the title that is to be used for each language. These will be displayed to the panelists and other

visitors.

5.4.5.1. Managing your Panel Portals

You can create as many Panel Portals as you require. However, only one portal can be publicly active at a time on
each panel. You would normally build your portals inside the panels so that you have full control of how the portals will

look.

5.4.5.1.1. How to Publish a Panel Portal

Several Portals can be published for a panel at one time. The name of the default portal is presented in bold text. The
default portal is the portal that will be used if no other is specified.

x Celete Import Comrmmunity Portal Mew Comrmunity Partal
[/ portal Hame Company Created By Created Published z
D UsA Confirmit ASA Andresen, Cle 16/10/2008 10:29:55 05/01/2009 12:27:36

I:‘ Canada Confirmit ASA Andresen, Ole 20/11/2008 16:15:28 14/01/2009 13:38:17

I:‘ USA backup Confirmit ASA Apple, Adam 14/01/2009 12:52:49

Figure 68 Example of the Panel Portal List, the default portal in bold

When a portal is published, the Panel Portal URL becomes available from the Project Management page >
Overview tab and any changes you make to the Portal become public. The date and time a portal was last published

are displayed in the published column.
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To publish a portal:

1. Inthe Panel Portal toolbox, right-click on the portal name to open the drop-down menu.
2. Choose Publish from the menu.

If you wish to remove a portal from public view then you can "Unpublish” it. Once the portal has been published then
the Unpublish option becomes available in the right-click menu. If a portal has been specified for as particular set of
panelists, and that portal is later unpublished, the those panelists will be presented with the default portal.

5.4.5.1.2. Testing your Panel Portal

While working with the portals, you may need to test how different portals function together with your panel. Confirmit
recommends that you have all relevant portals added to the panel. You can then try the different alternatives in
Preview.

If you wish to make changes to a portal to for example try a different look or setup, you would probably save
considerable time by duplicating an existing portal instead of creating a new one and starting from the beginning.

5.4.5.1.3. Managing your Portal within your Panel

To list all portals that are added to the active panel, go to the Panel Utilities > Panel Portal List menu command in
Confirmit.

The list shows when each portal was created and by whom. The currently published portal for this panel is listed in
bold, and the time when the portal was last published is also shown.

5.4.5.1.4. Managing your Portal Templates

The same Portal can be used on many different panels simultaneously. Whenever you save a portal as a template (go
to How to Save a Portal as a Template on page 69 for more information) the portal is stored as a general (global)
portal template, which can later be added to other panels.

A list of all such global Panel Portal templates is found under the Home > Templates > Panel Portal menu
command.

Panel Portal Template List Confirmit. /™
everywhere .""
1 _: Home =~ |Panel Setup ~ Panel Utilities * Panel Management * Sample Management ~ T |User: Apple, Adam Log Off | .~

@ Mew = @F‘.ecent = @Enurveys qﬂ Basic Panels @ Standard Panels g Professional Paneals Survey Routers f:}‘ Faveorites Archivin =

> Delete p Search ./ Reset Impaort Panel Portal New Panel Portal |
I:‘ Name Company Created By Created z
- - =
[[] DeocPortalz Confirmit Apple, Adam 3/21/2012 9:45:44 AM T
Default template Confirmit Admin, System 10/5/2011 2:15:24 PM
[[] AnctherDacFortal Confirmit Apple, Adam 3/21/2012 9:45:20 AM

Figure 69 Example of a Panel Portal template list

When you enter a template, you can right-click on the template name and select Permissions from the menu. A list of
all Confirmit users in your company is then displayed, so you can decide who in your company should have access to
use this particular template.

Note: Users with the Company Administrate permission have by default access to all the company's Portal
templates.
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5.4.5.1.5. How to Save a Portal as a Template

To save a portal as a template for later use:
1. Wihilst in the panel that has the portal that you wish to save as a template, go to the Panel Portals menu item.
2. Open the portal.

3. Inthe Panel Portal toolbox, right-click on the portal name (the top node in the toolbox) and choose Save as
Template.

An identical copy of the current portal is saved as a template, and is opened in the Panel Portal Designer
page. Here you can rename the template, and make changes to the copy or the original without the other
being affected.

5.4.5.1.6. How to Export a Panel Portal

If you wish to make a Panel Portal available to another server, you can export it as an XML file. The file is then sent by
email to a specified email address, whereupon the recipient can import it into the other server.

1. Inthe Panel Portal toolbox, right-click on the portal name and select Export from the menu.

The Properties dialog opens.

Email recipient [adarn. apple@firm, corn

Figure 70 The Properties dialog when exporting a portal

2. Type the recipient’s email address into the field, then click OK.

The Task page is displayed, showing a progress bar, the task ID and the status. On completion, the progress
bar is at 100% and an OK button appears. An email is sent to the specified recipient, with the compressed
XML file attached. The recipient can then save and de-compress the file, then import it into the server (go to
How to Import a Panel Portal on page 38 for more information).

5.4.5.2. Editing your Page Masters and Portal Pages

Note: Confirmit is not installed on your computer locally like an application such as MS PowerPoint normally
is. In addition, no plug-ins or ActiveX components need to be downloaded for you to gain full functionality.
Working in Confirmit means working 100% in a browser window. All formatting is done using HTML and style
sheets. You use HTML table or style properties to position elements on the page instead of moving them to a
precise point as in for example PowerPoint.

The normal method of setting up a portal page (positioning the Visual Components) is to use HTML tables (go to How
to Add an HTML Table to the Page on page 57 for more information). A page can consist of one table or a
combination of tables within tables. Place the various Visual Components (page elements) and images you wish to
use, inside the appropriate table cell.

Alternatively, you can specify each Visual Component’s position and layout by using style settings (CSS) (go to Styles
on page 51 for more information).

5.4.5.2.1. Adding Rows and Columns to the Table

You can add as many rows and columns as required to an HTML table. To add rows and/or columns, right-click the
cell within which you wish to add a row or column, and select Insert Row/Column from the drop-down menu.

5.4.5.2.2. Deleting Table Cells, Rows and Columns

To delete unwanted cells, rows and/or columns, right-click in the cell you wish to delete (or a cell in the row or
column), and choose Delete Cell/Row/Column as appropriate.
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5.4.5.2.3. Table Properties

To set the properties for the table, right-click anywhere within the table and select Table Properties from the drop-

down menu.

Apply Apply and Close EJ‘ Resat

HtmliTable Conb-ol

BackgroundCaolor |

width |100%

Height |

CellPadding

Border

|
CellSpacing |
|

Figure 71 The Table Properties page

The Table Properties page contains properties that are applied to the entire table. Note that similar properties are also
available for the individual cells in the table, and if you set cell properties, then these will take precedence over the
table properties.

To set the background color of your table, type in the color code in the BackgroundColor text field, or double-click in
the box to the right of the BackgroundColor property. A color picker chart then opens, from which you can choose a
color. To activate your settings choose Apply or Apply and Close.

Click on the color you wish Eo'use ~— e !

HtmliTableControl

BackgroundColar I#FFI:II:IFF
width [1oo%
Height |
CellPadding IEI
CellSpacing IEI
Border IEI

|htt|:u:,|',|'Fi-I:uugFixEl (2 Local intranet

Figure 72 Editing the background color

You can also specify the width and height of your table. The dimensions can be input as either pixels or percentage
of the full screen. If you wish to use screen percentage, then you must type in the % character after the value.
Otherwise the setting will default to pixels.

In the table properties above, Cell padding, Cell spacing and Borders are set in pixels.
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Cell Spacing specifies how far apart you want the cells to be within the table, while Cell Padding is how far from the
cell walls you want the text (or other contents) inside the cell to appear.

5.4.5.2.4. Cell Properties

To edit the properties of a table cell, right-click in the cell and choose Cell Properties from the menu. The property list
shown below will appear.

HtmliTable Cell Control

BackgroundCalor | [ ]
width |
Height |
Colspan |1
Rowsfan |1

Harizentalalignment I Mot Set

| =

Werticalalignrnent INnt Set

Figure 73 Cell properties

Here you can change the background color, width and height(go to Table Properties on page 70 for more
information). Be aware that changing these settings might influence the formatting or appearance of the other cells in
the same row or column.

If you wish to stretch a cell across more than one row or column, input values in the Colspan and/or Rowspan
properties to specify the number of rows/columns you want the cell to span.

The Horizontal and Vertical alignment properties define where in the cell any elements you add to that cell will be
placed.
5.4.5.2.5. HTML Mode

When building your portal pages, you would normally work in WYSIWYG mode (what-you-see-is-what-you-get). Users
who are familiar with HTML coding can switch to HTML mode at any time. To toggle between the modes, click the
Toggle Editor button at the left end of the toolbar.

The figure below shows the table in HTML mode. You can at any time toggle back to WYSIWYG mode by clicking the
same button.

Save %3

Layout | Preview

& & By B @

<table style="width: 100%"><tbody><tr><td></td><td></td></tr=<tr=<td
colspan="2"/></tr><fthbody></table>

Figure 74 Example of the HTML editing mode
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Important
When working in HTML mode, do not alter or remove the code that refers to Visual Components (page
elements).

5.45.2.6. Free Text

You can type free text into a portal page by adding it to a table cell or directly to the page itself. You can also copy-
and-paste text into the table cells. To further edit (format) your text, use the buttons in the toolbar. These are standard
text-editing functions.

Note: Common keyboard shortcuts can also be used, for example CTRL-B for bold, CTRL-U for underline,
CTRL-I for italic etc. Enter inserts a paragraph break (<p></p>) and Shift-Enter inserts a line break (<br>). If
you paste pre-formatted text into a page from other web pages or from a text editor application such as MS
Word, the text will keep the formatting.

5.4.5.2.7. Images
You can insert images/pictures directly into a portal page.

If you are in HTML mode (go to HTML Mode on page 71 for more information) enter the HTML code (img tag) at the
location where you want to insert the image.

If you are in WYSIWYG mode you can copy and paste an image onto the page. You can also drag the image from a
website or browser and drop it in the required position on a page. Be aware that if the image you wish to use is a
hyperlink, then you must copy and paste it into the report, not drag-and-drop it, because dragging-and-dropping an
image that is a link will result in the browser trying to open the page the link points to instead of pasting in the picture.
In this case the images will not be moved to the Confirmit site, there will just be an image tag referring to the original
location of the image.

You can also right-click in a table cell and select Insert Image. This will open the property frame towards the right side
of the screen, where you can specify source (the URL to the image), width, height, border, alt (alternative text, for use
when image is not displayed), image alignment, and horizontal and vertical spacing.

5.5. Panel Activity Log

This menu command provides access to a page that logs activity in the panel. This will be primarily activity with Panel
Rules and Sampling. The page has two tabs:

e Overview - provides a general overview of the numbers and types of the various activities that have occurred.

e Activity Logs - provides details of the activities.

5.5.1. The Overview Tab

This tab provides an overview of the various activities that have occurred in the panel during a specified period.

|ﬁ'-\ Search | From| 017122007 [[2) To[14/12/2007 [2) |

Overview | Activity Logs

oK Errar Abort In Queue Running
Job Execution/Posting 11 1 o 0 0
Job Unpesting 0 0 0 0 0
Sample Upload 2 0 0 0 0
Survey Synchrenization 0 0 0 0 0
Rule Sat 0 0 0 0 0
Rule 3 0 0 0 0

Figure 75 Example of the Panel Activity Log Overview tab
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The time and date when each activity occurred is logged. Use the From and To date fields to specify the time period
for which you wish to view the activity (either type the dates into the fields or click the icons to open date selection
calendars). Note that the From and To fields operate on both the Overview and Activity Log tabs simultaneously - any
activities listed in the Overview are also listed in the Activity Log.

During the time period specified in the example shown in the figure above there have been a total of 17 activities.
These include 12 job executions, 11 of which were successful and one of which resulted in an error, 2 sample uploads
and 3 rule changes all of which were successful.

Click on the appropriate activity result link (for example in the figure above the red 1 in the Error column) to go to the
Activity Log tab and view the details for that activity.

Go to the Activity Log tab to see the detalil list of all the activities.

5.5.2. The Activity Logs Tab

The Activity Logs tab lists the activities that have occurred in the panel during the specified period.

|;.\- Search | Fror|n1/12/2007 | 0) Ta[14/12/2007 [ 0) |

Overview | Activity Logs

Status| All -~ |
Log ID Date Time Duration Username Rule Set Recurring Activity Type 2
= ¥ Al W All A

@ 1257 06/12/2007 10:35:52 1 min johana_admin No Job Execution/Posting

Q 1256 06/12/2007 10:34:56 =1 min johana_admin No Job Execution/Paosting

@ 1255 06/12/2007 10:27:20 < 1 min johana_admin No Job Execution/Posting

@ 1254 06/12/2007 10:26:17 < 1 min johana_admin No Job Execution/Posting

@ 1253 06/12/2007 10:24:23 =1 min johana_admin No Job Execution/Paosting

@ 1252 05/12/2007 12:08:57 < 1 min arikb Mo Sample Upload

@ 1251 05/12/2007 13:07:58 1 min erikb No Job Execution/Posting

@ 1250 04/12/2007 15:28:21 < 1 min erikb No Job Execution/Posting

@ 1243 04/12/2007 15:25:43 < 1 min arikb Mo Job Execution/Posting

@ 1248 04/12/2007 15:21:50 1 min erikb No Sample Upload

@ 1247 04/12/2007 15:04:44 < 1 min erikb No Job Execution/Posting

@ 1246 04/12/2007 14:45:07 =1 min erikb Mo Job Execution/Posting

@ 12435 04/12/2007 14:43:27 < 1 min erikb No Job Execution/Posting

@ 1244 04/12/2007 14:41:52 < 1 min erikb Ho Job Execution/Posting

@ 1243 04/12/2007 14:22:37 1 min erikb Mo Rule

@ 1242 04/12/2007 14:20:45 1 min erikb No Rule

@ 1241 04/12/2007 14:16:24 3 mins erikb Mo Rule

Figure 76 Example of the Activity Log tab

The time and date when each activity occurred is logged. Use the From and To date fields to specify the time period
for which you wish to view the activity (either type the dates into the fields or click the icons to open date selection
calendars). Note that the From and To fields operate on both the Overview and Activity Log tabs simultaneously - any
activities listed in the Overview are also listed in the Activity Log.

In the event the list is extensive, you can search it using a number of criteria to reduce it to manageable proportions.
The search criteria are as follows:

e Status - the status of the activity. This can be:
0 All — shows all activities.
0 OK - shows all activities that were concluded correctly.
oAbort — shows only those activities that were aborted before completion.
o Error — shows only those activities that were stopped due to an error.

e Log ID - select an operator and type in a number to, for example, show all activities after a specified Log ID
number. To reset, clear the field and click Search.
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e Username — type in the first characters of a username to show only those activities that were initiated while
that user was logged on. To reset, clear the field and click Search.

e Rule Set —type in the first characters of a rule set to show only those activities that included that rule set.

e Recurring —select Yes or No to show only those activities that are recurring tasks or only those that are not
recurring, respectively. Select All to reset.

e Activity Type — select the type of activity that you are interested in.

You can sort the list by the various columns - click on the appropriate column header, and click again to reverse the
order.

Click on a blue Log ID link to open the Logging Details page for that activity.

5.5.3. The Logging Details Page

Click on a Log ID link on the Activity Logs tab to open the Logging Details page for that activity. This page gives you
detailed information on the activity, as shown in the example below.

ﬁ Close
Log ID 12586
Date Time 0&8/12/2007 10:34:56
Duration < 1 min
Username jehana_admin
Rule Set
Recurring No
Activity Type Job Execution/Posting
Status Error

Description

Initiating task: Sampling - Execute Job -
Error: Validation error (Job2): Validation error in job:
Mailing date can not be in the past.

Error: Execute Jobs failed:
Firmglobal.Confirmit.TaskManagement.TaskibortExc
eption: Error in the application.

Server stack trace:

at
Firmglebal.Confirmit.Core.BusinessManagers.Enterpri
sePanel.SamplingManager.StartConcurrentSampling
(Int22 panelld, Int3...

Figure 77 Example of the Logging Details page

Click on the Close button in the upper-left corner of the page to close the page and return to the Activity Logs tab.

5.6. Database Cleanup
When working with the database, if you delete a question (a column) and regenerate the database, the question and

its data will no longer be visible or available in the database. However the data that was held in the column will not be
removed from the database file in the first instance, it will merely be hidden. This is for two reasons:
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e With a large database the operation to delete the data will take a considerable amount of time and resources
and will have a significant impact on the server performance during the time the deletion is in progress. It is
therefore more practical to “save up” a number of deletion operations and run them simultaneously, thereby
only causing one disturbance in the server instead of several.

¢ If you should later wish to “undelete” the column, you can do this relatively easily while the data remains in the
database (go to How to Undelete an Object on page 14 for more information).

Note: Once you have performed a Database Cleanup, the questions and associated data will be removed
permanently from the database. You cannot then “undelete”.

The Database Cleanup function completely removes deleted questions/columns, and the associated data, from the
database. Once the data is deleted by the Cleanup function, if you later need that data then you must re-import it.

1. Goto the Panel Utilities > Database Cleanup menu command.

The Database Cleanup page opens. This page contains a list of the questions that have been deleted from the
database.

2. Check the boxes beside those questions you wish to delete permanently from the database.
3. Click Delete Columns.
A confirmation box with the selected questions listed appears.

4. Click Delete to remove the questions and data permanently from the database.

5.7. Survey Synchronization

The Survey Synchronization function checks all surveys associated with the current panel, and updates the panel
iffwhen there are changes. This function keeps the panel data up-to-date so samples can be selected appropriately.

For example: If a panelist is sent a survey and responds immediately, then the panel database can be updated such
that the panelist is made available to be sent another survey. If on the other hand the panelist does not respond, then
that person will not be available for further surveys until a predefined time after the current survey closes.

Note: The survey rule used to synchronize the database must have Survey Database (Synchronization) as the
source and Panel Database as the target.

Important

Surveys using batch statusing must include three “background” variables, named 'JobNumber' 'RunNumber’
and 'Panelistld’'. They must be added as background variables in the survey tree, and they must be included
in the fields uploaded in the sample/job. JobNumber should be an open question node with a suitable field
width set, while RunNumber and Panelistld must be numerical open questions with a suitable number of
digits.

You can set the time interval for the synchronization function as required. Note that several rules depend on this
Survey Synchronization task to be run (go to How to Create a New Survey Rule Template on page 226 for more
information).

1. Goto the Panel Utilities > Survey Sync menu command.

The dialog shown in the figure below opens.

Comment

Start Time ASAD o

Lol

Figure 78 The Launch Survey Synchronization Task dialog
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2. Type in a comment as appropriate, and select whether you wish to run the task as soon as possible or to
schedule it for later execution (if you schedule for execution later, you can set up a recurring task).

3. Click OK.
If you have selected to run the task as soon as possible, then the task is added to the queue. If you have

selected to run the task later, then the Recurrence Pattern dialog opens (go to The Sampling Jobs List on
page 210 for more information).

5.7.1. Closing Surveys

If a job arrives at its specified closing date and the survey to which the job is associated can be closed, Survey Sync
will close the survey automatically.

If an open survey is closed manually, Survey Sync will update the job such that it is no longer in production.
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6. The Panel Management Menu

This menu contains the functionality enabling you to edit panelist details and create and edit the rules employed to
select samples from the panel.

. Hormme = Panel Setup  Panel Wilities - |Dane| Managerneant "|Samp|e Managernent -

Current Rule Current Rule Set Rule List Rule Set List Data = <Calculate Wariables Aggregated Wariable List Panelist Credits * Panel Settings

Figure 79 The Panel Management menu

6.1. Current Rule

Rules are used to change data and move/copy it from one place to another. For example you can use rules to update
the database or export panelist credits.

The Current Rule page shows the details of the rule selected in the Rule List (go to Rule List on page 100 for more
information). When you select a rule in the Rule List, the Current Rule page opens at the General tab — see the next
section.

Note: Until you have selected a rule from the Rule List during the current session, the Current Rule menu
command will take you to the Rule List.

The following buttons are common for all the tabs in the page:

e Back — takes you back to Rule list
e Save - saves any changes made.

e Duplicate — makes a duplicate copy of the rule. Use this if you need to make a rule that will be similar to an
existing rule. You can then edit the copy.

e Execute — once you have set up the rule and are sure it is correct, click this button to run the rule.
e Validate Action Script — checks the script created in the Action tab to ensure there are no errors.

e Export Rule — exports the rule so it can be imported into a different Panel server.

6.1.1. The General Tab

The Rule Details > General tab shows the details of the currently selected rule. Here you can change the rule’s
Name, write in a Comment, select the source and target type and set the Status. The remaining information cannot be
edited.
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@ Back Save Duplicate Ewecute VWalidate Action Script Expaort Rule

General | squrce || Action Target

Rule ID 12545982

Rule Name MewRulal

Comment

Source Type Panel Database -
Target Type Panel Database -
Status @ Enabled ) Disabled

Created Date 7/3/2012 12:48:3Z FM

Created By usermanual

Figure 80 Example of the Rule Details > General tab

The properties and fields are as follows:

Source Type - select the type of source the rule is to use. The screen layout for the Source tab depends on
the type selected.

Target Type - select the type of target the rule is to use. The screen layout for the Target tab depends on the
type selected.

Status - select the required status for the rule. The options are:
oEnabled — select to allow the rule to be run “as required”. This is the default setting.

o Disabled — select this option if you wish to prevent the rule from being run. This could be useful if you have a
recurring task, and wish to stop using this rule in that task for a period but do not wish to change the task
permanently.

Created Date - the date the rule was created.

Created By - the user name of the person who created the rule.

6.1.2. The Source Tab

Use this tab to specify the data source on which the rule is to operate. The data to be moved or changed can come
from a number of sources — select the Source Type. The subsequent screen layout depends on the Source Type
selected.

Note: A survey rule that is to be used to synchronize the panel database with a survey must have "Survey" as
its source.

6.1.2.1. Source Type > Delimited Text File

Select this option if the data source is a text file. The Source tab layout is then as shown in the figure below.
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General | Source | Ation || Target
Source Type Celimited Text File
Formatting Tab Separated hd
Locale English [(United Kingdom) bt D Unicode
Code Page 1252 - Western European (I150) hd
200 D MNao Truncation

Truncate Open Ends
(Full Length) gl

Uploaded File G} No source file has been uploaded. Upload file...
Pick up from FTP Location {:} =
File Handling

Map Fields

Figure 81 The Source tab with File selected as the Source Type

e Formatting — data is copied out as a text file. Select comma-separated or tab-separated as required.

e Locale — specify the area or country in which the data in the file is to be used. This will allow the system to
format fields such as date fields according to local standards.

e Unicode - check this box if the file is saved as Unicode. The Code Page property is then disabled.
e Code Page - select the code used in the file.

e Truncate Open Ends - when exporting data to File, system performance is heavily affected by the number of
“unlimited width” text fields in the exports (i.e. Open Text fields with no field width settings). Open Text fields
can be truncated by using this setting (default is 200 characters). Confirmit strongly recommends truncating
Open Text field widths with this setting rather than choosing “Full length”, as this will lead to significant
improvements in processing time.

e Uploaded File - import files can either be uploaded directly in the browser, or placed on an FTP server and
retrieved from there (see below). Select the required option.

e Pick up from FTP Location - if your company has licensed the FTP add-on and it has been enabled, this
option will be active. You can then fetch the file to be uploaded from Confirmit's FTP location. Confirmit's FTP
address is specified as part of the enabling procedure and cannot be changed, so you must add only the file
name to this field. If you select this option, then you can also decide what to do with the original file on the FTP
site; leave it there or delete it (see below). Note that fetching from FTP can allow automation of data flows,
since you can set up the system to pick up files automatically

e File Handling - if you have selected to use the FTP option (see above), then you can decide what to do with
the file on the FTP site after it is uploaded; leave it there or delete it.

e Encrypted File - if your company has licensed the Encryption add-on and it has been enabled, the data
transfer encryption functionality makes it possible to perform secure data transfers in Confirmit. If the source
file has been encrypted by the sender using your PGP public key, you will need to decrypt the files using your
private key. Note that an administrator setting makes it possible to force every Confirmit user within a company
to use encryption and FTP server during data transfer.

e Map Fields - Use this to map fields/columns with different names in source and target, from the source to the
Confirmit Survey Database (go to Mapping Fields for more information).

1. Make the required settings and save them.
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2. Inthe event you wish to upload a file click Upload File, if you wish to pick up the file from the FTP site type the
file name into the field.

For uploaded files, a File Upload dialog opens.

3. Browse to and select the file to be uploaded, then click OK to load the file.

Field names in the uploaded file that are not the same as field names in the database must be mapped
manually to the appropriate fields in the database. Any field names in the uploaded file that are identical to
field names in the database will be mapped automatically. If any columns in the file need to be mapped
manually, a message will be presented below the Map Fields button. If this is the case and you wish to map
the fields, click Map Fields (go to Mapping Fields on page 94 for more information).

4. Click Save to save the changes.

Note: If you have more than one BitStream data source in a panel and use rules to update them (go to Target
Type > BitStream Files on page 89 for more information), then when you need to update one BitStream set it
is very important that you update all of them. If this is not done, then the “not-updated” BitStream files may
be inconsistent and will then produce incorrect results.

An example to illustrate the situation:

Assume that you have two separate BitStream sets, A and B, and you have a number of sampling jobs working on
each. When you run a sampling job on a BitStream set, this will cause the selected panelists to be noted in a table of
“dirty” panelists — these are essentially panelists who have been selected for one or more jobs without the BitStream
data source being informed (the BitStream data sources cannot know that a panelist has been selected for a job until
the files are updated). When a sampling job is run, dirty panelists are detected by looking in the dirty table, so any
panelists currently in the table will be checked and excluded/included as appropriate. If you now update BitStream set
A, the panelists involved here will no longer be dirty, so will be removed from the dirty table. However BitStream set B
has not been updated yet so still does not know about the dirty panelists. As these have now been removed from the
dirty table they will not be noted, and there is a very real chance that when running another job on BitStream set B,
panelists who should be excluded will be selected.

6.1.2.2. Source Type > Database

Select this option if the data source is a database. The Source tab layout is then as shown in the figure below. Note
that the option is only available for an On-Premise (server) installation, and is then set up in the System Configuration.

General | Source | Action | Target

Sowrce Type Dzatabase

Connection String

Table Name [}

Query S5tring D

Figure 82 The Source tab with Database selected as the Source Type
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e Connection String — the connection string used to connect to the database.

e Table Name — to select entire table, write in the table name. Otherwise, define a Query String if you only want
part of the table. Here you must use SQL syntax.

6.1.2.3. Source Type > Panel Database

When you select Panel Database as the source type, the Source tab layout may be as shown below. Note that the
fields available can also depend on the target type selected.

General | Source | Action | Target

Source Type Panel Database

Panel Variables a,5jizble Selected

amail

EmazilStatus

PanelistCreatedDate
PanelistModifiedDate
Unsubscribed

UnsubscribedDate
Aggregated.CTHVariable
Aggregated.SurveyHistoryVariable

P

L

Variable P rti
ariable Froparties Date Numeric/ Text Boolean Multi

Survey History Variables

Select variables...

Credit Transaction History
Variables

Selact variables...
Expression

Edit...

Figure 83 The Source tab with Panel Database selected as the Source Type

e Panel Variables - Search for and select the variables you wish to use.

e Variable Properties - Only available when the target is set to Delimited Text File. Select a variable in the
Panel Variables > Selected field; the properties appropriate to the variable then appear in the Variable
Properties field. Make the desired settings.

e Survey History Variables — click Select variables... to open a selection overlay, then select the Survey
History variables you wish to use. On completion, click OK to close the overlay and add the variables to the
field.

e Credit Transaction History Variables — click Select variables... to open a selection overlay, then select the
Credit Transaction History variables you wish to use . On completion, click OK to close the overlay and add
the variables to the field.

Note: When the Source Type is Panel Database and the Target is a File, you can format the values to be
copied, for example the date format, field widths etc.
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6.1.2.4. Source Type > Survey Database (Synchronization)

Important

This source type can only be used if the source survey has JobNumber, RunNumber and Panelistld as
background fields in the survey. JobNumber should be an open guestion node with a suitable field width set,
while RunNumber and Panelistld must be numerical open questions with a suitable number of digits.

If you attempt to use this source type and one or more of these required fields are missing, the rule will fail.
Check the survey or use ‘Select columns’ from within the Source tab to ensure the fields are present.

Select this option if the data source is a survey database that is to be synchronized with the panel database. The
Source tab layout is then as shown in the figure below.

Note: A survey rule that is to be used to synchronize the panel database with a survey must have "Survey" as
its data source.

General | Source | Action || Target
Source Type Survey Database (Synchronization)
Survey Status Complets W

Additional Survey Variables

Community Panel Variables Available Salected

Search

email

PanelistCreatedDate

PanelistMaodifiedDate

Unsubscribed

UnsubseribedDate i

L

Survey History Variables Available Selected

Search

CompletedDate .
GroupMumber _
InvitationDate

JoblIsClosed 5
ReservedDate

StartDate

SubSampleNumber b’

Figure 84 The Source tab with Survey selected as the Source Type

Note: The Execute button is not available for this Source Type selection.

Note: When you select Source Type to be Survey Database, on the Target tab the Target Type parameter must
be set to Panel Database and the Target Mode parameter must be set to Update Data (go to Target Type >
Panel Database on page 90 for more information).

e Survey Status — select the required option. Additional fields will be activated depending on the selection. All
options and fields are described below.

o Complete — selects only data from surveys with the status Complete.
olncomplete — selects only data from surveys with the status Incomplete.
oNon-starters — selects only data from surveys that have not been started (respondent data).

o0 All Responses - selects all the response data.
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e Additional Survey Variables — type in the names of the questions you wish to retrieve from the survey,
separated by comma. These fields can be used in the action script. To access the field in the script, the
variables must be prefixed with ‘Survey.’. l.e. If you have selected interview_start as an Additional Survey
Variable, you must write Survey.interview_start in the script to get the value for the current panelist. Click the

Validate Action Script button to check the script.

e Professional Panel Variables — fields selected here are retrieved and can then be updated. Any variables
selected here will be listed in the Available Fields column on the Action tab (go to The Action Tab on page 86

for more information).

e Survey History Variables — the fields in the Survey History table.

6.1.2.5. Source Type > BitStream Files

Select this option if the data source is to be a BitStream file. The Source tab layout is then as shown below.

General | Source | Action || Target
Source Type BitStream Files
Data Source All b
Expression

BitStream variables Available

Search

AccessFromHome re
AccessFromOther
AccessFromOtherSpecified
AccessFromSchool

ActivateDate

Active

ActiveDaysOnPanel

AddedDate =
AQLBrowser

ACLUser

archiveflag

archiveflagdate

CanadianProvince

CensusRegion
ClosedCustemCounter
ClosedlobsCounter
ClosedTrackerCounter
CHRCounter b

e

Survey History Variables Specify Survey History Variables

Edit...

Selectad

AccessFromCyberCafe
AccessFromLibrary
AccessFromWork
AgePresOfiKids
BusinessCwner

Figure 85 The Source tab with Bitstream Files selected as the Source Type

e Datasource - this field contains a list of the available BitStream files. Select the required file to populate the

Available list.

e Expression / Edit — click to open an expression editor window so you can create an expression to select the
data you wish to be manipulated. The functionality in this window is the same as that for the Multiple Panelist
Editor. For further details (go to Multiple Panelist Editor on page 113 for more information).

e BitStream variables - select the required variables.

e Survey History Variables — check this box only if exporting data if the result is to be files, or if you wish to

generate BitStream files.
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6.1.2.6. Source Type > Survey Database

When you select Survey Database as the source type, the Source tab layout is as shown below.

General | Source | Adtion || Target

Source Type Survey Database
Project IDs O] Select projects
Keyword Filter 3] =]
Use Test Database |:|
Data Filter

Interview status filter D Complete Responses

I:l In:nmplete Responses

D Screenad
I:l Quota Full
D Error
Expression
Edit...
Date Filter |:| E E
All Data A

Data to be included .
(Only applies to recurring tasks)

Columns ® 2l columns (o filter)
) select... (no filker column selected)

O Survey Data Template

Figure 86 The Source tab with Confirmit Survey Data selected as the Source Type

e Project ID — you can select a project either by its Project ID or by keywords. To use Project IDs, click the radio
button, click Projects, and select the required project(s) from the list (note that you can select more than one).

o Keyword Filter - click the radio button and type in the required keyword. The filter will then match any survey
that is assigned the particular category or keyword in the Project Overview page. Refer to the Authoring User
Guide for further details.

e Use Test Database - check if you wish to test the rule using data from the Test database.
e Complete responses — selects only data from surveys with the status Complete.

e Incomplete responses — selects only data from surveys with the status Incomplete.

e Screened — selects only data from surveys with the status Screened.

e Quota full - selects only data from surveys with the status Quota Full.
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e Error - selects only data from surveys with the status Error.

e Expression - here you can create an expression to filter the data that is to be manipulated by the rule. Click
Edit to open the Expression Editor window. Refer to the Authoring User Guide for further details.

o Date Filter - if you wish to include only data from between particular dates, check the box and select the dates
here.

e Datato beincluded - select All Data, which updates all data, or Data Changed Since Last Run, which
updates only the data that has been changed since the previous update. Note that this setting only applies to
recurring tasks. Refer to the Authoring User Guide for further details.

e Columns - you can select the columns you wish to include; all columns, selected, or as used in the selected
template.

Go to the Target tab and click Map Fields to link source fields to target fields (go to Mapping Fields on page 94 for
more information). Key fields can also be specified. If no key fields are specified, all source fields must match the
target fields by name, and the responseid and projectid on the source are used as the keys.

6.1.2.7. Source Type > Credit Transaction History

When you select Credit Transaction History as the source type, the Source tab layout is as shown.

@ Back Sauve Duplicate Execute alidate Adtion Script| Export Rule

General | Source | Action || Target

Source Type Credit Transaction History

Selected Variables

Select variables...

Data Filter
Expression
Edit...
Date Filter E :E
Relative Date Filter =]
Data to be included 4)| pats -

{Only applies to recurring tasks)

Figure 87 The Source tab when Credit Transaction History is selected as the Source Type

e Selected variables - Lists the variables that are selected for the rule. Click Select Variables to open an
overlay where you can select the variables that are to be included.The available variables are those listed in
the Core Fields folder in the Panel Variables toolbox.

e Expression - if you wish to include only a sub-set of the data in the rule, click Edit and create the required
filter expression.

o Date filter - if you wish to include only data that was created within specific dates, check the box and select
the desired start and end dates. Note that if the box is checked, both date fields must be filled.
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e Relative date filter - the Relative date filter allows you to export data from time intervals specified relative to
the scheduled export time. This functionality will be useful when you data exports are running as recurring
tasks.

e Datato beincluded - in the event you are running a recurring task, you may wish to include only data that is
new or changed since the previous time the task was run as this could reduce considerably the volume of data
to be transferred. Select as appropriate.

6.1.3. The Action Tab

Use the Action tab to specify actions that are to be performed on the data. The Action tab has four sub-tabs:

e Script - write into this tab the actions that are to be run on the selected source records. The actions are run
once for each record.

e Global Variables - here you must define the script properties that will be available to all the records.
e Global Script - any actions written in this tab are run once at the beginning of the process.

e Post Script - any actions written in this tab are performed once after all the other actions have been
performed.

Note: You are not required to enter information into this tab. However, any scripting entered on this tab must
be in JSCRIPT.NET format. Refer to MSDN.COM for further details.

Fields selected in the Source tab (go to The Source Tab on page 78 for more information) are listed in the Available
Fields column. These fields are available as Strongly Typed Properties in the script code.

If you wish to change data, write the required action into the Action field.

6.1.3.1. The Script Tab

Into this tab you must type in the actions that are to be run for the selected source records. Each action will be run
once for each selected record.

General | Source | Action | Target

Script | Global Variables || Global Script | Post Script

Write in here the actions that are to be run on the selected source records. The actions are run once for Available Variables S
each record.
Want to improve your scripting experience? activated b

active
age
age_groups
Aggregated.CompletedSurveyStatusLastWeek
Aggregated.DatelastCompleted
Aggregated.Datelastinvited
Aggregated.NrOfCompletedSurveys
¥ Aggregated.StoppedSurveyStatusLastWesk

Aggregated.TotalNrOfSurveysInvitedTo

answer_rate

zppliances

booked

carowner

children

country

credits

dateofbirth

datecfmarriage

degree

dogowner

empstatus

eu

gender

householdsize

housing

income_usdaollar

inconnactinn

//Update the panelists
if{Language == 3]

recordspdated +=;

Figure 88 Example of the Script tab

Note that any variables selected in the Source tab are listed in the Available Variables column.
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6.1.3.2. The Global Variables Tab

In this tab you must define any script properties that are to be available to the database records.

General | Source | Action

Target

Seript | Global Variables

Global Script | Post Script

¥You can define script properties that will be available to all records. They must then be defined here.
Want to improve your scripting experience?

var fremMail : String = "mailer@confirmit.com"”;
var toMail : String = "test@mycompany.com";
var recordsUpdate ¢ int = 0]

Figure 89 Example of the Global Variables tab

6.1.3.3. The Global Script Tab

Any actions written here are performed once at the beginning of the process. Here you could, for example, tell the
system to send you an email to inform you that the scripting procedure is about to start.

General | Socurce | Action | Target

Script || Global variables | Global Script

Post Script

Actions written here are run once at the beginning of the process.
Want to improve your scripting experience?

//E.g. send email when the rule starts
var subject : String = "Rule started";

var bady : String = "Started: " + DateTime.Mow. TaString():
SendMail{ fromMail, toMail, subject, body):

Figure 90 Example of the Global Script tab

6.1.3.4. The Post Script Tab

Write into this tab any actions that you wish to be performed once, only on completion of the other Script actions. An
example here could be to tell the system to send you an email once the scripting process is complete.
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General " Source I Action ITarget

Script " Global variables " Global Script I Paost Script

Actions written here are performed once, after all other actions have been performed.
Want to improve your scripting experience?

|

//E.g. send email when the rule has finishead

var subject : String = "Rule finished";

var body @ String = "Finished: " + DataTime.Mow. TaString():
body == "Records updated: " 4 recordsUpdated;

SendMail{ fromMail, toMail, subject, body);

Figure 91 Example of the Post Script tab

6.1.4. The Target Tab

Use the Target tab to select the target for the data defined in the Source tab (go to The Source Tab on page 78 for
more information). The fields available on the Target tab depend on the Target Type that you select.

Note: A survey rule that is to be used to synchronize the panel database with a survey must have "Panel DB"

as its target.

6.1.4.1. Target Type > Delimited Text File

The fields available when Delimited Text File is selected as the Target Type.

General " Source " Action I Target

File Transfer

Encrypt File =)

Email Address |dDELII'I'IEI'ItEtiDI‘I@EDI‘IFiFI‘I‘Iit.EDI‘I‘I |

Figure 92 The tab when File is selected

¢ File Name - type in the name of the file the data is to be copied to.

Target Type Delimited Text File

File Name |TEEt_Fi|E |

Formatting |Ta|:| Separated w || Set Export Field Name... I
| |

Locale | English [(United Kingdom) V|

Truncate Open Ends |2EIEI | D Mo Truncation (Full Length) =]

Open End Handling | Include Open Ends V|

e Formatting — the data is copied out as a text file. Select Comma Separated, Tab Separated or Custom as

required.

e Custom Delimiter - if you have selected Custom, select the delimiter you wish to use.

e Locale — specify the area or country in which the data in the file is to be used. This will allow the system to

format fields such as date fields according to local standards.
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Truncate Open Ends - when exporting data to File, system performance is heavily affected by the number of
“unlimited width” text fields in the exports (i.e. Open Text fields with no field width settings). Open Text fields
can be truncated by using this setting (default is 200 characters). Confirmit strongly recommends truncating
Open Text field widths with this setting rather than choosing “Full length”, as this will lead to significant
improvements in processing time.

Open Ends Handling - defines how open ended questions are handled. The options are:
olInclude Open Ends - all open end questions are included in the export.
oExclude Open Ends - no open end questions are included in the export.

0Open Ends Only (one row per respondent) - only open end questions are included in the export file, with
one row in the file for each respondent (all the answers for each respondent are in the same row).

0Open Ends Only (one row per answer) - only open end questions are included in the export file, with one
row in the file for each answer given.

File transfer - export files can either be sent by email or placed on an FTP server. FTP may be a good option
for large volumes of data, since emails with large attachments may be blocked. FTP can allow automation of
data flows, since files can then be picked up automatically by another system/process. Note that FTP transfer
can be enforced as a company setting, in which case the email option will not be selectable. Refer to the
Administrator manual for further details.

Encrypt file - if your company has licensed the Encryption add-on and it has been enabled, the data transfer
encryption functionality makes it possible to perform secure data transfers in Confirmit. If the source file has
been encrypted by the sender using your PGP public key, you will need to decrypt the files using your private
key. Note that an administrator setting makes it possible to force every Confirmit user within a company to use
encryption and FTP server during data transfer. Check the box to use file encryption.

Email Address — the email address to which the file is to be sent.

Note: When the Source Type is Panel Database and the Target is a File, you can format the values to be
copied, for example the date format, field widths etc.

6.1.4.2. Target Type > Database

The fields available when Database is selected as the Target Type.

General | Source || Action | Target

Target Type Database

Connection String

Table Name

Figure 93 The tab when Database is selected

Connection String — type in here the connection string used to connect to the database.
Table Name — type in here the name of the table into which the data is to be copied.

Mapping Setting — you can map fields from the source to the fields in the database table.

6.1.4.3. Target Type > BitStream Files

The fields available when BitStream Files is selected as the Target Type.
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General | Source || Action | Target

Target Type BitStream Filas

File Name

BitStream Name
Figure 94 The tab when BitStream Files is selected
¢ File Name - type in here the name of the BitStream file into which the data is to be copied.
e BitStream Name - type in here the hame that is to be displayed for the BitStream files

6.1.4.4. Target Type > Panel Database

The Panel Database target type is used to update the database.

General | Source | Action | Target

Target Type PanelDatabase

Target Mode Update Data b

Figure 95 The tab when Panel Database is selected

Note: A survey rule that is to be used to synchronize the panel database with a survey must have "Panel
Database" as its target.

e Target Mode - this property has different options available depending on the Source and Target selections.
When both Source and Target are Panel Database:

o Update Data - records from the source will update any matching records in the target database. The
selected key field will be used to match records from the source to records in the target database. Any
records in the source database that do not match the selected key fields in the target will be ignored.

o Delete Data - when the Action tab contains an action script that includes the DeleteCurrentPanelist()
function, selecting Delete Data will delete from the panelist database any unsubscribed panelists that are
selected by the filter currently applied in the Source tab. Note that if you continue with this action, the
selected panelists will be permanently removed from the database and cannot later be retrieved.

Note: Only panelists that are registered as Unsubscribed will be deleted from the database.

When a source other than Panel Database is selected, you can choose between the four modes listed below.
In all the modes the user will be asked to provide a key (see Key field below). The keys available are respid,
responseid, and any field in the panel database that has an index. To create an index on a field in a panel
database, go to the question properties of the field and set the "Indexed" property (available on single and
open text questions with a field width set), and then re-launch the survey. By employing this setting, you can
then use for example email address, membership number etc. as a key. The rule executer reads the value of
the selected key field in the incoming data file and checks to see if a row with the same key already exists in

the target.

oUpdate data - use if the source is a Panel database, or if the Source is a file, and the file includes a
Response ID column. Any records in the source that already exist in the target panel database will be
updated with values from the source. Any records in the source that do not already exist in the target panel

database will be ignored.

oAppend data - use if the Source is a file, and the file does not include a Response ID column. Any records in
the source that do not exist in the target database will be added to the target database. Any records in the
source that already exist in the target database will be ignored.
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oAppend with key - use if the Source is a file and the file includes a Response ID column.

o Merge data - all the data from the source will be added to the target panel database. Any records in the
source that already exist in the target database will be updated, and any records in the source that do not
currently exist in the target database will be added to the target database.

When you select Source Type to be Survey (go to Source Type > Survey Database (Synchronization) on page 82 for
more information), on the Target tab the Target Type must be set to Panel Database and the Target Mode must be
set to Update.

When you set the Source Type to be Confirmit Survey Database (go to Source Type > Survey Database on page 84
for more information), the target tab includes the Map Fields button (go to Mapping Fields on page 94 for more
information).

6.1.4.5. Target Type > None

This type of "target" needs an Action script (go to The Action Tab on page 86 for more information) but produces no
data output. Use this option if you for example wish to test a rule, send emails, log rules etc.

6.1.4.6. Target Type > Credit Transaction History

The fields available when Credit Transaction History is selected as the Target Type.

General | Source | Action | Target

Target Type Credit Transaction History
t

=2

Target Mode | WPdats L

Figure 96 The tab when Credit Transaction History is selected

e Target Mode — specify how the source data is to be added to the database.

You can choose between two modes for importing the data, listed below.

oUpdate Data - use if the Source is Credit Transaction History, or if the Source is a file and the file includes a
CreditTransactionHistory column. CreditTransactionHistory is the key when file is the Source. Any records
in the source that already exist in the target Credit Transaction History will be updated with values from the
source. Any records in the source that do not already exist in the target Credit Transaction History will be
ignored.

oAppend Data - use if the Source is a file. The key can be selected to be either responseid or email. Any
record in the Source with a panel record matching the key value will be added to the target Credit
Transaction History. Any records in the Source that do not have a panel record matching the key value will
be ignored.

6.1.4.7. Target Type > Excel File

This enables you to export the data as an Excel file. The fields available when Excel File is selected as the Target
Type are as follows.

-901 -



Confirmit 21 Professional and Standard Panels User Guide Confirmit Confidential

General || Source | Action | Target

Target Type Excel File

Excel Version | Microsoft Excal 2007 (.xlsx)
Locale English (United States) -
Truncate Open Ends 200 Mo Truncation (Full Length) g
Encrypt File

Email Address documentation@confirmit.com
File Transfer Email -
Owverride Email Options

Override Filename

Figure 97 The tab when Excel File is selected

e Excel version - select the version of the Excel file to which the data is to be transferred. Microsoft Excel 97-
2003 and Microsoft Excel 2007 are supported.

e Locale - specify the area or country in which the data in the file is to be used. This will allow the system to
format fields such as date fields according to local standards.

e Truncate Open Ends - when exporting data to Excel, system performance is heavily affected by the number
of “unlimited width” text fields in the exports (i.e. Open Text fields with no field width settings). For Open Text
questions with no field width specified, you are recommended to truncate texts to improve performance. If a
number of characters is specified for the Open Ends Width, any texts longer than this limit will automatically be
truncated. If No Truncation (Full Length) is selected, the whole text will be imported/exported, but the task will
take significantly longer to execute.

e Encrypt file - data transfer encryption functionality makes it possible to perform secure data exports from
Confirmit. The encrypted files can then be either ordered by email or sent to the FTP server for downloading.
The users will have to decrypt the files using their private PGP encryption keys. Note that your company must
license the Data Transfer Encryption add-on for this option to be available.

e Email Address — if Email is selected in File Transfer, add to this field the email address to which the file is to
be sent. Default is the user's (your) registered email address.

o File transfer - export files can either be sent by email or placed on an FTP server. FTP is the recommended
option for large volumes of data, since emails with large attachments may be blocked. FTP can allow
automation of data flows, since files can then be picked up automatically by another system/process. Note that
your company must license the FTP add-on for this option to be available (refer to the Authoring User Guide
for more information).

e Override Email Options - when selected, allows you to override the standard export email options and
customize both the subject and the email that will be sent to the export recipient. Checking this box displays a
number of additional options.

e Override Filename - allows you to override the system-generated name. Tick this check-box to open the file
name text-box. Here you can edit the system-generated name. Note that when exporting Survey Data to the
FTP server in Survey Data &gt; Exports or Data Processing rules, the Override Filename option accepts
relative paths, as for example “..\..\myftpfile_in_another_folder.txt". In this case the file will not be stored in the
default folder (“ProjectsData\p123123” or “RulesData\RuleN”), but rather directly under the (Company)
Download folder.

6.1.5. How to Duplicate a Rule

To save time while creating a new rule, if you have an existing rule that is similar to the one you require then you can
duplicate it.
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1. Inthe Current Panel Rule page, click Duplicate.

The Duplicate Panel Rule dialog opens.

LDruplicate Fanel Rule

Rule Mame | |

Cancel || || || Finizh

Figure 98 The Duplicate Panel Rule dialog

2. Type in a name for the new rule, then click Finish.

The rule is duplicated, and will appear in the Panel Rules list. The Panel Rule Details page opens showing the
new duplicate rule. You can now edit the new rule as required.

Note: To prevent two rules sharing the same BitStream set, when arule is duplicated, the BitStream set is
also duplicated and the new BitStream set is given a new name. The new name is "<original file name> -
Copy".

6.1.6. How to Execute a Rule
Run the rule to perform the actions that are specified.

1. Inthe Current Rule page, click Execute.

The rule is checked to ensure the required information is present. If it is acceptable, the Rule Execution
Properties dialog opens.

Rule Derno Rule 1 [357)
Comment | |
Start Time |P~.SAF' v|

Figure 99 The Rule Execution Properties dialog

2. Type any comments into the Comment field.
In the Start Time field, select when you want the task to be run.

4. Select ASAP to run the job as soon as it gets to the front of the task queue in the server. Select Schedule for
Later Execution if you want the job to be run at a specific time in the future or if you want the job to be
repeated at regular intervals.

5. Click OK.

If you have specified that the task is to run as soon as possible (ASAP) then a Task page opens showing a
progress bar, the Task ID and the sequences being run and completed.

If you have specified that the task is to be scheduled for later execution, then a Recurrence Pattern dialog
opens (go to The Sampling Jobs List on page 210 for more information).

On completion, the text Task Completed is displayed at the bottom of the sequence list.

-03 -




Confirmit 21 Professional and Standard Panels User Guide Confirmit Confidential

6. Click OK to close the Task page and return to the Panel Rule Details page.

6.1.7. Validating an Action Script

Click to check the script for compilation errors. If errors are found, they will be listed in a separate window. You must
then correct the errors and validate again.

6.1.8. How to Export a Rule
You can export rules to other servers and/or panels. Proceed as follows:

1. Save the rule to ensure all changes/updates are included.
2. Click Export Rule.
The Export Rule dialog opens.

Email recipient |adarm. apple@confirmit.com

Comment

Figure 100 The Rule Export dialog

Edit the email address to which the rule is to be sent, and add a comment, as necessary.
4. Click OK.

An email is sent to the specified address with the rule attached. This rule must now be imported into the
destination server (go to How to Import a Rule on page 102 for more information).

6.1.9. Mapping Fields

When uploading a .txt file from the FTP site (refer to the Authoring User Guide for further details on FTP), or when
creating rules with Source Type set to Confirmit Survey Database and Target Type set to Panel Database, the Map
Fields button becomes available. This functionality allows you to map fields that have different names in the source
and target.

Note: When creating rules to upload .txt files from the FTP site, if the file exists on the FTP site when the rule
is created then the Map Fields button will be available. If the file does not yet exist on the FTP site then the
button will not be available.

General | Source || Action | Target

Target Type PanelDatabase
Target Mode Merge Data hd
Map Fields...

Figure 101 The Target tab with the Map Fields button

1. Click Map Fields to open the Field Mapping page.
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General | Source | Action I Target

Figure 102 Example of a field mapping page

|@ Back Map Fields Automnap Fields Remove Mapping Remove All Mappings Toggle Key Field |
Key Fields (source/target) <Source Project Id>, <Source Responseld= (@)
Fiald Nama Typa =] Field Nama Key Field Mappad To Type Langth 2
[ N | | [ I -~ |
O =ge tinyint A1 O email nvarchar 128
) ageNum tinyint O Password nvarchar 40
O carsTested_1 bit (O Responseld int 4
() carsTested_2 bit O Unsubscribed bit 1
() carsTested_3 bit () UnsubscribedDate smazlldatetime 16
() carsTested_4 bit
() carsTested_5 bit o |
() carsTested_s8 bit
() carsTested_98_other nvarchar
() carsTested g9 bit
M deot timvint

The Source Fields column lists all the fields available in the source project, and those available in the target.

2. Select the two fields (one field in each list) that you wish to map, then click Map Fields.

The two fields are mapped, and the field names from the source are added to the Mapped To column in the
Target Fields list. You can map as many pairs of fields as you wish, performing one mapping at a time. The

figure below shows two mappings; email - name and Responseld to responseid.

Target Fields (Panel p1619663)

Field Name -« Key Field Mapped To Type Length 'e'
| | | [ | -
() email name nvarchar 128
() Password nvarchar 40
{:} Responseld responseid int 4
() Unsubseribed bit 1
() UnsubscribedDate smalldatetime 16

Figure 103 Two fields from the source are mapped to fields in the target

Key Fields - the key field is used as a unique identifier to indicate which records are to be updated and which
are to be appended. The default key fields are the source Project Id and the original Responseld from the
source. These will be stored as system fields in the target database and will be used the next time you run the
same source/target combination. You can change the key fields if required. To do this, select a field in the
Target Fields list and click Toggle Key Fields. A small key icon is displayed in the Key Field column alongside
the selected field name, and the field name is also displayed in the Key Fields row towards the top of the page
. Note that only fields that are indexed can be used as key fields. Refer to the Authoring User Guide for further
information on indexing fields.
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|@ Back Autornap Fields | Rermnove Mapping Rernove All Mappings Toggle Key Fisld

Key Fields (source/target) name/email

Target Fields (Panel p1619663)

Source Fields (Survey p0029555)

Field Name Type ield Name Key Field Mapped Tc
O age tinyint : O email _—--* %‘ name
O agelum tinyint O Password
() carsTestad 1 bit {7 Resoonssld resoponseaid

Figure 104 Toggling the key fields

e Automap Fields - You can perform an automatic mapping sequence. This maps all pairs of fields that have
matching names in the source and the target. To run this, click the Automap Fields button. Note that the type
of the fields is ignored during Automapping.

6.2. Current Rule Set

A Rule set is a collection of rules that are to be run as one. The rules are run in the order in which they are listed in the
set. Go to the Panel Management > Current Rule Set menu command to open the latest rule set selected from the
Rule Set List. If no rule set has been selected during the current session, then the Rule Set List will be displayed (go
to Rule Set List on page 103 for more information).

6.2.1. The General Tab

The Rule Set Details page opens at the General tab.
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@ Back Save Execute

General | Rule Management | Report

Rule Set ID 41

Rule Set Name Docl

Type Recurring %
Comment

Mo comment

Status (®) Enabled ) Dizabled

Disable Sampling I:l
When Executing

Date Created 26/08/Z008 09:32:57
Created By usermanual
Date Updated 26/08/2008 09:23:16
Updated By usermanual

Figure 105 Example of the Rule Set Details page > General tab

¢ Rule Set ID — the identification number for the rule set. This number is generated automatically by Confirmit
and cannot be changed.

¢ Rule Set Name - the name given to the rule set when it was created/last edited. You can change this name
as required.

o Type —the type of rule set. The options are:

0Ad Hoc — a rule set that is created for a specific use/event.

oRecurring — a rule set created to perform a long-term job, that will normally recur at regular intervals.
e Comment — a description of the rule set, to simplify identification.
e Status - the status for the rule set.

oEnabled —allows the rule to be run “as required”. This is the default setting.

oDisabled — select this option if you wish to prevent the rule from being run. This could be useful if you have a
recurring task, and wish to stop using this rule set in that task for a period but do not wish to change the
task permanently.

e Disable Sampling When Executing — check the box to prevent sampling being performed on the database
while the rule set is being run.

e Date information — for information only.
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6.2.2. The Rule Management Tab

Use this tab to add rules to the Rule Set, and to specify what is to occur in the event Confirmit discovers an error
whilst the rule set is running.

6.2.2.1. How to Add a Rule to the Rule Set

1. Go to the Panel Management > Current Rule Set menu command.

2. Inthe Rule Management tab, click the down-arrow beside the Rule field to open a drop-down list of the rules
available.

General | Rule Managerment Report

Save | Rule Populate Panel Fields v | g Add

= 2% Doct

D Test Ru .
Cuplicate rule 2
E Demo Roeromopormerrors

Posting Rule

Figure 106 Selecting arule to add to the rule set

3. Select the required rule from the list and click Add.

The rule is added to the rule set. Once a rule is added to the set, it is removed from the list.

General | Rule Managerment Report

Zave Rule | ok add

= % Doct
E Test Rule 1 (Stop an error)
|: Cemo Rule 1 {Stop on error)
E Populate Panel Fields {Stop on error)

Figure 107 The rule added to the rule set

4. Double-click on the rule to open its Details pane, then make the appropriate settings.
5. On completion, click Save to save the changes.

You can add as many rules as required to a rule set, and you can add a rule to as many different rule sets are you
wish. The rule sets to which a rule has been added will be listed in the Rule Set Name column in the Rule List (go to
Rule List on page 100 for more information).

6.2.2.2. Error Handling in a Rule Set List

To set up the properties for a rule in the set, double-click on the rule in the left column to open the Details page.
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General | Rule Management | Report

| Save Rule w | b add |
= ﬁD.,DCI On error: Rule Name Cutput Rule
SIROutput Rule (Stop on error
£ Doct (5top on error) O continue Comment
@ stop Source Panel Database
OJump to Target File
Expression
Script

Created Date 22/08/2008 09:57:25
Created By
Updated Date  26/08/2008 03:36:15

Updated By usermanusl

Figure 108 Example of the Rule Management tab

e On error — select the function you wish to occur in the event Confirmit discovers an error whilst the rule set is
running. The options are:

o Continue - select this option if you wish the rule set to continue running.
o Stop — select this option if you wish the rule set to be stopped.

oJump to — select this option if you wish the current rule to be stopped and the rule set to jump to another
rule. If you select this option, you must then select the rule to which the set is to jump, from the list below
the “on error” options.

6.2.3. The Report Tab

This tab provides an overview of the contents of the various rules selected in the Rule Management tab.
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General " Rule Management I Report |

=l Printer Friendly Wersian

Rule Sat Name: Docl

Type: Recurring

Status: Enabled

Date Created: 26/08/2008 09:32:37 by usermanual
Date Updated: 26/08/2008 09:26:22 by usermanual

L Rule Name: Output Rule - Created: 22/08/2008 09:57:25 by
Source: PanelDatabase

Target: File

Condition:

Action

On Error:

Stop

Rule Name: Docl - Created: 22/08/2008 12:25:02 by usermanual
Source: Survey

Target: PanelDatabase

Action

On Error:
Stop

Figure 109 Example of the Report tab

Click Printer Friendly Version to open the report in a new window, formatted to be printed out or saved.

6.3. Rule List

Go to the Panel Management > Rule List menu command to display a list of all the rules in this panel. From this tab
you can create new rules, and import rules from other panels.

‘)( Delete| [ Search (7 Reset Status Enzbled + New Rule Import Ru\e‘

[ 10 Rule Name Source Target Rule Set Name Created By Last Executed Last Executed By @

= - Al - Al - = - |

[[] 1294687 DocPanelz Panel Database Panel Database Apple Admin, Adam i

[C] 1294684 DocPaneli Pansl Databass Panel Database Apple Admin, Adam

Figure 110 The Panel Rule List
Click on a Rule Name link to open the Current Rule page for that rule (go to Current Rule on page 77 for more
information).
In the event the Rule List is extensive, you can search for the required rule using the search criteria fields. Select or

set the appropriate criteria and click the Search button towards the right end of the search bar. The fields are as
follows:
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o |D - the automatically-generated identification number of the rule. Select the appropriate operator and type a
number into the field.

¢ Rule Name - the name of the rule, defined by the creator on the Current Rule > General tab.
e Source - the source to be used by the rule - defined by the creator on the Current Rule > Source tab.
e Target - the target to be used by the rule - defined by the creator on the Current Rule > Target tab.

e Rule Set Name - if the rule has been included in one or more Rule Sets, then the sets will be indicated here
as a comma-separated list.

e Created By - the user name of the person who created the rule.

e Last Executed - the date and time of when the rule was last executed. Select the appropriate operator, then
click on the Calendar icon to open a calendar and select the desired date.

e Last Executed By - the user name of the person who last executed the rule.

6.3.1. How to Create a New Rule

1. Click the New Rule Button towards the right end of the Panel Rule List toolbar.

The Add New Panel Rule form opens at the General tab. Note that until you have named and saved the new
rule, the other tabs in the form are inactive.

@ Back Save

General

Rule Name

Comment

Source Type Panel Database -
Targat Type Panel Database -
Status @ Enabled ) Disabled

Created Date 7/2/2012 12:40:44 PM

Created By usermanual

Figure 111 The Add New Rule page
2. In the Rule Name field, type in a name for your new rule.
3. Type a comment/description into the Comment field so others can see what this rule is intended for.
4. Select the type of source the rule is to use (go to The Source Tab on page 78 for more information).
5. Select the type of target the rule is to use (go to The Target Tab on page 88 for more information).
6. Select the status for the new rule. The options are:

oEnabled — select to allow the rule to be run “as required”. This is the default setting.
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oDisabled - select this option if you wish to prevent the rule from being run. This could be useful if you have a
recurring task, and wish to stop using this rule in that task for a period but do not wish to change the task
permanently.

5.  On completion, click Save.

The new rule is saved and will now appear in the Panel Rules list. The system allocates a Rule ID to the new
rule, and this ID is displayed towards the top of the form. The form changes to the Rule Details form (go to
Current Rule on page 77 for more information), and the Source, Action and Target tabs become active. Go to
these tabs and make the appropriate settings.

@ Back Save Duplicate Execute Validate Action Script Export Rule

General | gource | Action Target

Rule ID

Rule Name

Comment

Source Type
Target Type

Status

Created Date

Created By

12545982
MNewRulel
Panel Database b
Panel Database -

@ Enabled ) Disabled

732012 12:48:52 PM

usermanual

Figure 112 Example of the Panel Rule Details form

Note: A rule that creates BitStream files from the panel database must be created before sub samples can be
created (go to How to Create a New Sub Sample on page 155 for more information). For this rule, the Source
must be Panel Database, the Target must be BitStream, and SurveyStatus must be selected in the Survey
History Variables field.

6.3.2. How to Import a Rule

You can copy rules to other servers or panels by using the Rule Export / Import functionality (go to How to Export a
Rule on page 94 for more information). Proceed as follows to import a rule into the current Panel or server.

Note: The rule must be available as an .XML file (zipped or open) in a folder accessible from the current panel.
The file will have been sent, attached to an email, from the originating server/panel.

1. Go to the Panel Management > Rule List menu command to open the Rule List window.

2. Click the Import Rule button towards the right end of the toolbar.

The Rule Import dialog opens.
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Rule Import

File to upload | |[ Browse... |

Rule Name | |

Figure 113 The Rule Import dialog

Browse to and select the file.

4. Type a name for the rule into the Rule Name field.
Click OK.
The rule is imported and added to the Rule List.

Note: To prevent two rules sharing the same BitStream set, when a rule is imported, its BitStream set is also
imported and the new BitStream set is renamed as "<original file name> - Copy".

6. Click on the blue Rule Name link to open the rule in the Current Rule window (go to Current Rule on page 77
for more information).

6.4. Rule Set List

Go to the Panel Management > Rule Set List menu command to display a list of the rule sets available.

Rule Set List

X Delete p Search Status MNew Rule Set
I:‘ ji=] Rule Set Mame * Type Last Executed Last Executad By e
(=& ]I | [ ™ -8 B ]
I:‘ 73 Doc2 Recurring
I:‘ 72 Docl Recurring

Figure 114 Example of the Rule Set List

Click on the blue Rule Set Name link for the desired rule set to select that rule set and open the Current Rule Set
window (go to Current Rule Set on page 96 for more information). In the event the list is extensive, use the search
functionality to reduce the list to a manageable size.

6.4.1. How to Create a New Rule Set
1. Inthe Rule Set List window, click the New Rule Set button towards the right end of the toolbar.

The New Rule Set dialog opens.

MNewr Rule Set

Rule Set Mame | |

[ ok ||Cance||

Figure 115 The New Rule Set dialog

2. Type the name of the new rule set into the field, then click OK.

The rule set is added to the list.
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3. Click on the blue Rule Set Name link for the rule set to select it and open the Current Rule Set window (go to
Current Rule Set on page 96 for more information). Here you set up the rule set properties and add rules.

6.5. Aggregated Variable List

When a new Professional Panel is created, a set of default Aggregated Variables will be added automatically to the
Aggregated Variables list. You can also specify additional Aggregated Variables. These variables are used in
aggregate queries to update the Panelist table based on information in the Survey History table. The Aggregated
Variable List lists all the aggregated variables available for this user.

| ¥ Delete| [ Search| [/ Reset New Aggregated Variable

]| Hame Loop Level Created Date Created By Updated Date Updated 8y 2

i ic]

[ credit2alance
[ creditskecsived

[ creditsused

CreditTransactionHistory
CreditTransactionHistory

CreditTransactionHistory

8/30/2012 11:55:56 AM
8/30/2012 11:55:56 AM

8/30/2012 11:55:56 AM

[F] pateofLastComplete SurveyHistary 8/30/2012 11:55:56 AM
[F] DateofLastParticipation SurveyHistory 8/30/2012 11:35:56 AM
[[] pateofLastSurveylnvitation SurveyHistory 8/30/2012 11:55:56 AM
[F] mumberofSurveysCompleted SurveyHistary 8/30/2012 11:55:56 AM
[[] numberofsurveysCompletedLastMonth SurveyHistory 8/30/2012 11:35:56 AM
[F] MumberOfSurveysInProgress SurveyHistory 8/30/2012 11:55:56 AM
[F] MumberofSurveysInvitedTo SurveyHistary 8/30/2012 11:55:56 AM
[F] mumberofsurveyssampledTo SurveyHistary 8/30/2012 11:55:56 AM
0 of 11 selacted. Page 1
All 2 b c d a f g h i § L m n o p q r = t u v w % v z

Figure 116 Example of the Aggregated Variable List

To open an Aggregated Variable, click on the blue Name link for that variable in the list. If the event the list is
extensive, use the search functionality to reduce the list to a manageable size.

6.5.1. How to Create a New Aggregated Variable
1. Go tothe Panel Management > Aggregated Variable List menu command.
The Aggregated Variables window opens.

2. Click on the New Aggregated Variable button towards the right end of the toolbar.
The New Aggregated Variable dialog opens.

HName

Loop Level SurveyHistory -

Cancel || || || Finish

Figure 117 The New Aggregated Variable dialog

3. Type a name for the variable into the Name field.

4. Select whether you wish to use Survey History or Credit Transaction History, then click Finish.
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The variable is created and added to the Aggregated Variable List, and the variable opens for editing.

@ Back Save Duplicate

Name CTHVariable

Aggregate Operator Count -

Panel Field Name

Condition
Edit
Expression COUNT(*)
Comment
Loop Level CreditTransactionHistory
Created Date 2/28/2012 1:05:09 PM
Created By nigelb
Updated Date
Updated By

Figure 118 Example of the editing page for an Aggregated Variable

Name - the name of the selected virtual variable. You can edit this as required.

Aggregate Operator — select the type of operator you wish to use. Options are:

o Count — counts the number of rows in the table that satisfy the condition, and outputs the result.

0 Avg - totals the values in the table fields that satisfy the condition, and outputs the average value.

o Min — examines the values in the table fields that satisfy the condition, and outputs the minimum value.
0 Max — examines the values in the table fields that satisfy the condition, and outputs the maximum value.
0 Sum - totals the values in the table fields that satisfy the condition, and outputs the result.

Panel Field Name - specify the field in the Credit Transaction or Survey History table that the condition is to
be run on. Note that the fields available will depend on the Aggregate Operator selected.

Condition - click Edit to open a condition editor window, then create the required condition (go to Multiple
Panelist Editor on page 113 for more information). On completion, click Save to copy the condition to the
Expression field.

Expression — the expression that will be used for the aggregated variable. This is arrived at by combining the
selected Aggregate Operator and Output Field Name, and the Condition.

Comment — type in a comment or description for the variable.
Loop Level - indicates the loop used - for information only.

Date information — for information only.

Once you have created and saved the Aggregated Variable, it will be available for use in the Professional Panel
Variables field in the Current Rule > Source tab (go to Source Type > Panel Database on page 81 for more
information).
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6.6. Data

The Panel Management > Data sub-menu contains the items enabling you to edit panelist data, export, import and
create templates.

Cata -

Single Panelist Editor

Multiple Panelist Editor
Exports
Imports

Templates

Figure 119 The Panel Management > Data menu

6.6.1. Single Panelist Editor

Go to the Panel Management > Data > Single Panelist Editor menu command.

This page lists the panelists registered in the database. In the upper pane, each panelist is initially presented as
his/her response ID in numerical order. In this pane you can specify the data columns that are to be displayed (go to
Select Columns on page 107 for more information), and filter the list to focus on particular panelists. Click on the
column headers to sort the list by the selected header. Enter criteria into the search fields at the top of the columns to
display only those records that comply with the criteria.

@ Single Panelist Editor Confirmit.

everywhere e
Sample Managerment ~
bles Panelist Credits = |Pane| Settings

p Search Q Resat Select a View ------------- w Select Columns... Advanced Filkzr... Clear Advanced Filter

* |User: Apple, Adam

L Haerme * Panel Setup ™ Panel Utilities =

|Current Rule |Ru|e List| Data = |Ca|cu|ate “Waria

Filter: No advanced filter.

responseid & email EmailStatus PanelistCreatedDate PanelistModifiedDate z

= - = - = - i = - =

1 la@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM -

2 2a@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM =1

3 Za@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM

4 4a@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM

5 Sa@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM

5] Ga@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM

7 7a@test.com 3/7/2012 12:56:00 PM 3/7/2012 12:56:00 PM b
[ 1- 50 of 100000 ] .. 1 2 2 4 5 & 7 8 9 10 .. =

Details I All Surveys " Completed Surveys || Surveys Started, Not Completed ” Surveys Mot Started |

Click on an answer to update ONE panelist. Response ID: 1

x Delete Panelist Manage Credits... Select a View --- - w Select Rows..
Fiald Teaxt Answer Code Answer Text e'
email Email address ia@test.com s
EmailStatus Not Answered/Skipped
PanelistCreatedDate 3/7/2012 12:56:00 PM
PanelistModifiedDate 3/7/2012 12:56:00 PM

Password [WALUE HIDDEN FOR SECURITY RE...
Unsubscribed Not Answered/Skipped =

Page 1

Figure 120 Example of a panelist list in the Edit window

- 106 -



Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

To select a panelist for editing, click the panelist’s blue Response ID link. The selected panelist’s details are then
displayed in the Details pane in the lower part of the page (go to The Panelist Editor Tabs on page 109 for more
information).

6.6.1.1. Search

The Search facility enables you to conduct a simple search through the list for the required panelist, though you must
know the panelist's Response ID.

To conduct a search for a panelist, select an operator, type the characters of the required panelist's Response ID into
the data field, then click Search.

6.6.1.2. Select Columns

Click Select Columns to open a window that allows you to specify which database columns are to be displayed in the
Panelist Editor window.

/= Select Columns - Windows Internet Explorer |:”E E|

ﬁ, htkps: [fauthor, testlab, firmaglobal . netfconfirmf authoring/ EnterprisePanel[EPResponseColumnSelector, as

Select Columns Confirmit. ™

Select from the available items below everywhere e

ﬁ Clase

Select action on views
| Update Default V|

Find what || || Find |

[ ] Match case
[] Match whole words only

Available items Selected items
|:| Form Name S |:| Form Mame
[] activated = [] email
|:| active D language
==
|:| addrass_city
D address_post
[ =ee
[] =ge_groups
|:| answer_rate
— b
| Ok | | Cancel
Dane €D Internet #100% -

Figure 121 Example of the Select Columns window
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To select columns:

1. Inthe Available items column, click on the data column(s) you wish to be displayed in the list, to highlight
them.

Note: In the event the database contains a large number of columns, use the built-in search facility in the
upper pare of the window to reduce the list to a manageable size.

2. Click the >> button to move the highlighted items over to the Selected Items column.
3. Click OK.

The Panelist Editor window is updated automatically when you click OK.

6.6.1.3. Advanced Filter

Use this function to mount an advanced search for panelists, using logical expressions based on selecting a
combination of specific answers provided by the panelists in the database columns.

1. Click Advanced Filter.

The filter window opens. The left column will contain a list of all the database columns.

<) -- Weh Page Dialog

Expreszzion:
Search: Dperators w Add here Validate
| | OAnd
jirkh - D Birty Date: Clor
Ermail - Email address l:l
Gender - Gender of the panelist @ nane

LivesInCity - Panelist lives in the

Password O

RecodedFieldl - This field can be Hot
Responseld
UserLogen Functions

@ Equal

In

O Between

O}

O

O=

O <=
Contains

Left

Right

O =m0l

Jihttp: ) author testlab. firmglobal.net fconfirmfauthoring/Enker priseP anel} Sampling/E xpressionPopUpEditorContainer, aspx ?ProjectId:  Internet

Figure 122 Example of the Advanced Filter window

2. Click on an item in the left column to select it.

In the event the list is extensive, type characters into the Search field to reduce the list to a manageable size to
enable you to find the question you are looking for. Once you have selected a question in the first column, the
second column shows the possible answers for that question.

The number/text/date field and the available operators change to suit the selected item.

Select or type in data as appropriate into the field.

4. Click Add Here to add the selected data to the expression.
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Repeat the steps until the desired expression is built.
On completion, click OK to apply the expression to the panel.
Click Search.

Select the required operator, and again click Add Here to add it to the expression.

The list of panelists is reduced to show only those who answer to the expression.

You can now more easily find the panelists you need to edit the details for.

6.6.1.4. Clear Advanced Filter

Click this button to clear the expression from the advanced filter and reset the list of panelists.

6.6.1.5. The Panelist Editor Tabs

These tabs display the information relevant to the selected panelist.

6.6.1.5.1. The Details Tab

This tab shows the details of the selected panelist.

Details | All Surveys

Completed Surveys || Surveys Started, Not Completed | Surveys Not Started

. Delete Panelist

Select a View | ------------- | Select Rows..,

Field

CreatedDate

dob

email
ModifiedDate
Password
Unsubscribed
UnsubscribedDate

Text Answer Precode

Answer Text z
22/07/2010 16:42:00

02/06/2010 00:00:00

ahth@confirmit.com

22/07/2010 16:42:00

[VALUE HIDDEN FOR SECURITY REASONS]
False

Mot Answered/Skipped

Page 1

Figure 123 Example of the Details tab for a selected panelist

Click the Select Rows button located towards the right end of the lower pane's toolbar if you wish to display only a
selection of the rows listed in the lower pane (go to Select Rows on page 112 for more information).

The Created Date and Modified Date rows cannot be edited. These are set automatically by the system when the
panelist record is initially created and when/if the record is later edited, respectively. Both these fields can be used
when sampling, searching, in rules etc.

To edit the remaining details, click on the appropriate link in the Answer Text column. A separate Editing window
opens. Here you can type in the new details. On completion, click OK to save the changes and close the window.
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IS Update country - Windows Internet Explorer

& | https:/fauthor, testlab, firmglobal. net fconfirmf authoring/EnterprisePanelfEPQuestionUpdate. aspx?ProjectId=p011 %
Update country h Confirmit. ™
Select a new answer - Click "0K" to update the response(s) everywhere
ﬁ Claze
p Search
Answer Precode Answer Text e
| | |

O 1 us -

0 21 Metherlands

(o 3z Belgium

{:} 33 France

() za Spain

() a4 Unitad Kingdom )

() =35z Ireland

() 254 Iceland

() =38 Finland

) 270 Lithuania

M 271 Latviz b’

Page 1

Not answerad D | Ok | | Cancel

Done € Internst H100% -

Figure 124 Example of a panelist details editing window

6.6.1.5.2. The All Surveys Tab

This tab lists all the surveys the selected panelist has been involved with. This list is basically a combination of the
lists in the remaining tabs in this area of the window. Note that this list also includes closed and/or deleted surveys,
and surveys where the panelist has the status "Reserved".

6.6.1.5.3. The Completed Surveys Tab

This tab lists all the surveys the selected panelist has completed. Note that this list also includes closed and/or deleted
surveys, and surveys with the status "quota full" or "screened".

6.6.1.5.4. The Surveys Started Not Completed Tab

This tab lists all the surveys the selected panelist has started but not yet completed. Surveys with the status "quota
full" or "screened" are not included here; these are included in the Completed Surveys list.

Note that this list also includes closed and/or deleted surveys.

Links to the surveys are provided. Click the link to open a new window with the URL to the survey, as shown in the
example below. If you wish to view the survey, copy the URL into your browser.
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{= Survey Link - Windows Internet Explorer

& | http: fsampling2. firrmglobal . netfconfirmfauthoring  Enter prisePanelf SurveylinkPopup, aspx?Paneliskd=3018094085urvey1d=p0431 366&Project

Survey Link

x Cloze

Survey Link (Url) http://sampling2.firmglobal.net/wix/p0431366.aspx?r=1Bs=PHKRFMCD

| @ 2007 confirmit

€D Internet 00 -

Figure 125 Example of the Survey Link window

6.6.1.5.5. The Surveys Not Started Tab

This tab lists all the surveys the selected panelist has been sent but has not yet started. A link to the survey is
provided. Note that this list also includes closed and/or deleted surveys.

6.6.1.6. Manage Credits

Click the Manage Credits button, located towards the right end of the details tab in the lower pane's toolbar, to open
an overlay that allows you to edit the credit transactions for the selected panelist.

Manage Credit Transactions

Response ID: 1

|p Search Q Reset Add Credit... Select a View ------------- + Select Columns... ‘
TransactionCredit TransactionSurveyld TransacticnSectionld TransactionComment g
= -
25 P 1 - Survey completed -
23 [ahiete e ateretary Sectionl Section 1 completed
25 P 2 Section2 Section 2 completed
25 [abtete e rateratac] - Survey completed
&0 prooooooet - Survey completed
3 P T - Survey scresned
23 prooooooks - Survey completed
-70 DK T Sectionl Redesemed credits

Figure 126 Example of the Manage Credit Transactions overlay

Click on a blue link to open a further overlay where the individual items can be edited.

A version of this page is also available via the Panel Management > Panelist Credits > Transaction Editor menu
command. The Transaction Editor page however lists all the transactions that have been made for all the panelists in
the panel (go to Transaction Editor on page 122 for more information).
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6.6.1.7. Select Rows

Under default conditions the Single Panelist Editor window will display all the available rows. If you wish to display
only a reduced selection of the available rows, click the Select Rows button (located towards the right end of the
lower pane's toolbar) to open a window that allows you to specify which database rows are to be displayed. Once one
or more rows are selected, only those selected rows will be displayed.

Select Rows Confirmut.

Select from the available items below everywhere

Select action on views
Update Default

Find what

|:| Match case
I:' Match whole words only

Available items Selected items

Form Name i [] Form Name

age (Age)

m

agegroup (Age group (calculated fr
answerrate (Answer rate]

carowner (Carowner)

children (Mumber of children)
city (City)
country (Country)

(3 T T

m | b

ey

| OK || Cancel

Figure 127 Example of the Select Rows dialog

To select rows:

1. Inthe Available items column, click on the data rows you wish to be displayed in the list to check the boxes
and highlight the rows.

Note: In the event the database contains a large number of rows, use the built-in search facility in the upper
pare of the window to reduce the list to a manageable size.

2. Click the >> button to move the highlighted items over to the Selected items column.

3. Click OK.

The Panelist Editor window is updated automatically when you click OK.
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Once you have the rows you required in the window, you can save your layout as the default view, or you can save it
as a new view. To do this, go to the Select Action on Views field in the upper part of the Select Rows dialog and make
the appropriate selection. Once you have saved a new view, the view will be available in the Select a View field.

6.6.2. Multiple Panelist Editor

| Note: The Multiple Panelist Editor functionality is not available for Standard Panels.

Use this function to edit the details of several/many panelists simultaneously. Note that the same changes will be

made to the details of all panelists selected using this method. When you go to the Multiple Panelist Editor, the page
shown in the figure below opens.

| Save Execute Select Copy of Existing Rule |

Expression Script

Edit. Want to improve your scripting experience?

Variables 4, 2ilable Selected

Search

AccessFromCyberCafe ~
AccessFromHome
AccessFromLibrary
AccessFromOther
AccessFromOtherSpecified
AccessFromSchool
AccessFromWaork

ActivateDate

Active

ActiveDaysOnPanel <<
AddedDate

AgePresOfKids

EY

AOQLBrowser

AOLUser

archiveflag

archiveflagdate
BusinessOwner
CanadianProvince
CensusRegion
ClosedCustomCounter b

Validate

Figure 128 Example of the Multiple Panelist Editor page

Note: If arule already exists that will find the panelists you wish to edit (and only those panelists!), then you
can click Select Rule and select that rule from the resulting list (go to Current Rule on page 77 for more
information).

To create a condition:
1. Click Edit.

The Expression Editor window opens as shown below.
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-- Web Page Dialog

Expression:

Operators Add here Yalidate

| OAnd

Gende

gqls

LivesInCity - Panelist livas in the

Pazsward D
Mot

RecodedFieldl - This field can be
Respaonseld
UserLogon

Wit = Ik fBirt : O or
- Gender of the panelist I:l @None

Functions

@ Equal
In

O Between

O=

O ==

O«

O«
Caontains
Left
Right

|htt|::,l',l'author.testlab.Firmglohal.net,l'conFirm,l'authoring,l'EnterprisePaneI,I'Sampling,l'ExpressionPopUpEditorContainer.aspx?SchemaMode= @ Internst

OIsNuII

Figure 129 Example of the Expression Editor window

0 The left column lists all the questions/columns in the panelist database.
0 The second column lists the possible answers for the question/column selected in the first column.

o The third column lists the operators and functions available for the question/column selected in the first
column.

0 The Expression area displays the expression as you build it, both as the entered code and as “explanatory
text” below the Expression field.

Note: If you have the necessary knowledge and information you can type the expression directly into the

Expres
functio
proced

sion field. However by doing this you risk creating errors that will prevent the expression from
ning correctly. In most cases, the most efficient method of creating the expression is by using the
ure described below.

2.

I

In the left column, find the question/column you wish to add to the expression and click on it to select it.

In the event the list is extensive, type characters into the Search field to reduce the list to a manageable size to
enable you to find the question you are looking for. Once you have selected a question in the first column, the
second column shows the possible answers for that question.

In the second column, select or type in the answer you require.
In the third column, select the required operator and function.
In the expression area, click Add Here to copy the selected question and answer(s) into the expression.

Repeat the procedure as required to build the desired expression.
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<l - Web Page Dialog

Gender - Gender of the panel

Pazsward
gqls

Respaonseld
UserLogon

RecodedFieldl - This field can be

R
[}

LivesInCity - Panelizt lives in the| End Date:

|htt|:: Hfauthor testlab, Firmglobal.netcanfirmauthoring/EnterprisePanelfSampling/ExpressionPoplpE ditor Container . aspx?5chemaMode=

Dperators

@And
OOr
ONone

D Mot

Funclions

O Equal
In

@ Between

O=

O ==

O«

O <=
Contains
Left
Right

O IsMull

Expression:

¥ Add here

Validate

DATEEETWEEN(Data OfBirth, TODATE("1/1/1980"), TODATE
("1/10/1980"))

DATEBETWEEN (L 2t=OfEirth, TODATE( 1/1/1980 ), TODATE( 1/10/1980 ))

@ Internst

7. Click Validate to check the expression does not contain errors.

Figure 130 Example of an expression under construction

Note: Errors will not be possible if you use the method described here, but can arise if you type the
expression directly into the Expression field.

8. On completion, click OK.

The Expression Editor window closes and the expression is copied into the Condition field in the Panelist

Editor window.

9. Click Save to save the changes.

[ save Execute Select Rule

Condition (DATEBETWEEN(DateOFBirth. TODATE( 1/1/1980 ), TODATE( 1,/10/1930 )))

Action
vatiables a,.ilable Select=d
Sesrch
DateOfBirth - Date Of Birth
Ernail - Email address
Gender - Gender of the panalist
LivesInCity - Panelist lives in the dty
Password
g15
RecodedFialdl - This field can be used for anyth
UserLogon
Validate
anel: UsetManual Cormmunity Panel [pO733266) Current Rule: [nons) ‘I |Er\g||sh v|r‘ b Production V”Ennﬁrrnt 11 test site | @ 2007 FIRM

Figure 131 The Panelist Editor with the condition

You now have the condition (ringed above) that will find the panelists that you wish to edit. You must now define which
answer you wish to change for these panelists, and what you wish to change the answer to.
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10. Inthe Available column, find and select the answer column you wish to edit.
11. Click the >> button to transfer the selection to the Selected column.

12. In the Action field, type in the change you wish to make.

Note: the syntax required here is the same as used in the Rule Editor functionality (go to Current Rule on
page 77 for more information).

13. Click Save to save the changes.

14. When you are sure the condition will find the required panelists, and the change you have specified is correct,
click Execute to run the condition.

The system now checks through the panel looking for any panelists answering to the condition. Note that in a
large panel this may take some time. On completion, a dialog box opens indicating how many panelists have
been found answering to the condition.

Execute Completing

0 qualified records have been found.

0 out of these qualified records will be updated.

Do you want to update those records?

Update | | Cancel

Figure 132 Example of a search result

15. If you wish to update the panelist records, click Update. Otherwise, click Cancel.

6.6.3. Exporting Data
You can export data as a delimited text file.
1. Go to the Panel Management > Data > Export menu command.

The Data Export page opens.

Project ID pl619668
Active Database Production
Format | Dalimited Text File
Filter
Expression
Cancel || < Bach || Mext = || Finish

Figure 133 The Data Export page

2. If you wish to create a filter expression, click Edit.
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An expression editor window opens. Here you can assemble the filter expression you require. Refer to the
Confirmit Authoring User Guide for further details on creating expressions.

Otherwise, click Next.

The Export Properties page opens.

Delimiter | Tab A | =)
Locale | English (United Kingdom) W | 1=}
Truncate Open Ends |2|:|D | [ ne Truncation {Full Length) (&

Open End Handling | Include Open Ends Y|

Variables to Include (S
okt a T
| || |

Panel Variables

I Select variables... I

Survey History Variables

| Select variables... |

Override Filename Fi

Cancel || < Back || Mext = || Finish

Figure 134 The Export Properties page 1

The various properties and settings are:

e Delimiter - a delimiter is a sequence of one or more characters used to specify the boundary between
separate, independent regions in plain text or other data stream. An example of a delimiter is the comma
character in a sequence of comma-separated values. Select the delimiter that you wish to be used in the data
file to be exported. The options are:

oComma - a Comma (,) -separated ASCII text file is generated. All answers will be inside quotes (™). The
variable names will be in the first row.

oTab - a Tab-separated ASCII text file is generated. No quotes (") are used. The variable names will be in the
first row.

o Custom - the Custom Delimiter field is activated. Here you can select any single keyboard character, which
will then be used as the delimiter in the exported ASCII text file.

e Locale - determines the formatting of elements such as numbers (decimal point) and dates/times. Select the
locale appropriate to the format used in the file.

e Truncate Open Ends - For Open Ends (Open Text questions with no field width specified), it is recommended
to truncate texts to improve performance. If a number of characters is specified for the Open Ends Width, texts
longer than this limit, if any, will automatically be truncated. If No Truncation (Full Length) is selected, the
whole text will be imported/exported, but the task may take significantly longer to execute.
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Note: There is no filter for Open End type, so all Open Text questions with no field width specified will be
included in the export (those with type Normal, Hidden or Background), while those with field width set will
not be included.

e Open End Handling - defines how open ended questions are handled. The options are:
olInclude Open Ends - all open end questions are included in the export.
o Exclude Open Ends - no open end questions are included in the export.

0Open Ends Only (one row per respondent) - only open end questions are included in the export file, with
one row in the file for each respondent (all the answers for each respondent are in the same row).

o0Open Ends Only (one row per answer) - only open end questions are included in the export file, with one
row in the file for each answer given.

e Variables to Include... - you can build templates to choose a subset of data fields for your exports. If you
have a template you wish to use, check this box and then select the template. See the Authoring User Guide
for further information.

e Panel Variables - if you do not have a template to use, click Select Variables to open a selection window
enabling you to select the panel variables you wish to include in the export. Note that you must select one or
more variables or the export will return nothing.

e Survey History Variables - if you do not have a template to use, click Select Variables to open a selection
window, enabling you to select the survey history variables you wish to include in the export.

e Override Filename - all export tasks will generate files with unique names in the format:
<projectid>_<userid>_<taskid>.<extension>. The "Override filename" functionality allows you to override this
system-generated name. Tick this check-box to open a text-box where you can specify a new name.

Note: The' "PROJECTID” ' part of the name will be replaced by the real project id during the export. Default
is "PROJECTID" _"USERID" _"TASKID”. "PROJECTID" is only "required" when executing a rule; it is not
"required" when running an export using the Export GUI.

3. Make the appropriate settings and click Next.

The Export Properties page changes to:

File Transfer Email ||
Encrypt File D =]

Email Address documentation@confirmit.com

Start Time ASAD v
Cancel < Back Finish

Figure 135 The Export Properties page 2

Here, the properties and setting are:

e File transfer - export files can either be sent by email or placed on an FTP server. FTP is the recommended
option for large volumes of data, since emails with large attachments may be blocked. FTP can allow
automation of data flows, since files can then be picked up automatically by another system/process. Note that
your company must license the FTP add-on for this option to be available. Refer to the Authoring User Guide
for further details on the FTP functionality.
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e Encrypt file - data transfer encryption functionality makes it possible to perform secure data exports from
Confirmit. The encrypted files can then be either ordered by email or sent to the FTP server for downloading.
The users will have to decrypt the files using their private PGP encryption keys. Refer to the Confirmit
Authoring User Guide for further information on PGP encryption.

e Email Address - if Email is selected in File Transfer above, this is the email address to which the email will be
sent. Check that the recipient's email address is correct.

e Start Time - the time when the export task is to commence. You can select ASAP (as soon as possible) or
schedule it for a later time. If you schedule the task for later, then when you click Finish, a Recurrence setup
page opens. Refer to the Authoring User Guide for further details.

4. Make the appropriate settings and click Finish.

The Rule Executor page opens, detailing the task's progress. When the task has run, the data is exported as a
delimited text file. The file will be attached to an email and send to the specified address or sent to the FTP
site as selected. On completion, go to another menu item as appropriate to continue with your work.

6.6.4. Importing Data
Respondent data can be imported into a Professional Panel.

1. Go tothe Panel Management > Data > Import menu item.

The Data Import page opens.

rata Ilmpao

Project Id ple19668

Active Database Production

Format | Excel File V|
Upload File O] | | (Browse... |
Pick up from FTP ~
location {:} | | =
Sort Data [ &

File Handling

Cancel || “ MNext = ||

Figure 136 The Data Import page

e Project ID - the ID of the current project - the project into which the data will be imported.
e Active Database - the database into which the file will be imported.
e Format - select the format of the file you wish to import.

Import files can either be uploaded directly in the browser, or placed on an FTP server and retrieved from there (see
below). Select the required option.

e Upload File - if the import file is to be uploaded directly from the browser, select this option and click Browse
(go to Uploading a File on page 120 for more information).

e Pick up from FTP Location - if your company has licensed the FTP add-on and it has been enabled, this
option will be active. You can then fetch the file to be uploaded from Confirmit's FTP location. Confirmit's FTP
address is specified as part of the enabling procedure and cannot be changed, so you must add only the file
name to this field. Refer to the Confirmit Authoring User Guide for further details on the FTP functionality.
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e Sort Data - [Excel only] when importing Excel files, data in all sheets must be sorted by key columns. If the
data in your import file is not sorted, check this check box to instruct the task execution to sort data in all the
Excel sheets automatically. Please note that sorting may take some time for large data.

e File Handling - if you select "Pick up from FTP Location", these options become active. You can then also
decide what to do with the original files on the FTP site; leave them there or delete them. Note that fetching
from FTP can allow automation of data flows, since you can set up the system to pick up files automatically.

The properties and settings available in the following steps in the procedure will depend on the format you have
selected here.

6.6.4.1. Uploading a File
To upload a file:
1. Gotothe Panel Management > Data > Import menu item.
The Data Import page opens.
2. Select the required file format, then click Browse.
A standard file browser window opens.
3. Find and select the file you wish to upload, then click Open.
The file path is added to the Upload File field.
4. Click Next.

The Import Properties page opens.The fields available on the page will depend on the type of file you are
importing.

5. Make the appropriate settings and click Next or Finish.

If you click Finish, the import task will be added to the queue. If you click Next, you are given the opportunity
to set up a recurring task such that the file will be imported at regular intervals.

Refer to the Confirmit Authoring User Guide for further details on uploading files.

6.6.5. Data Templates

You can create data templates for Professional Panel projects that can be edited in the Template Editor in the same
way as with normal projects. These templates can be used when exporting and importing data. Refer to the Confirmit
Authoring User Guide for further information on templates.

6.7. Calculate Variables

The values in recoded variables are not updated automatically as response data is added to the questionnaire; the
values must be calculated and updated as a specific operation. You can perform this task manually as required when
respondents complete the survey, or you can set the variable calculation to run automatically as a recurring task.

1. Go tothe Panel Management > Calculate Variables menu command.

The page shown below opens.
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Active Database FProduction

Respondents | All W

] Variables are calculated for all respondents. This is
the slowest calculation, but should be used when
variable expressions are changed or interviewing is
running and respondents are allowed to change
their answers.

Status | Complete A |
All variables
Start time | ASAP v |

Figure 137 Calculating the Variables

The fields and options are as follows:

Active Database - the currently selected database. Use the selection box in the lower right corner of the
Confirmit window to change this as necessary.

Respondents - choose whether you want to calculate variables for All respondents, Uncalculated
respondents, or only New respondents.

Status - choose whether you want to calculate variables for all respondents, or only those with the status
Complete or Incomplete.

All Variables - if you do not wish to update all the variables, uncheck this box to open a text field where you
can input the variables that are to be updated.

Start time - select the start time for the batch job: ASAP or Schedule for later execution.

Make the appropriate settings and click OK. If you have selected Schedule for later execution, then when you click
OK the Task Recurrence page opens. In this case, make the settings as required and click Save.

For further information on recoding variables, refer to the Authoring User Guide.

6.8. Panelist Credits

Panelist Credits are stored in the Credit Transaction History loop level, which is added to new panels automatically on
creation and is located in the Panel Variables toolbox (go to The Panel Variables Toolbox on page 13 for more
information).
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I+ |[]) Ore Helas
= l-[\@CrEditTransacﬁunHisb:ury (Loop)
[= | Core Fields

@Transacﬁnnﬂuweyld {Cpen)
[125 TransactionCredit (Mumeric)
@Transacﬁnnﬂecﬁnnld (Open)
[125 TransactionSecondaryPanelistld (Mu
@Transactinn(:umment (Open)
ETransacﬁnnF‘ending (Single)
ETransactinnTypE (Single)
ETransacﬁnnIsHidden (Single)
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| TransactionModified (Date)
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Figure 138 The Credit Transaction History folder in the Panel Variables toolbox

The Panel Management > Panelist Credits menu command enables you to import and export panelist credits. The
menu contains four options:

Panel Managerment -

Current Rule

Current Rule Set

Rule List

FRule Set List

Cata 4
Calculate Variables

Aggregated Variable List

Panelist Credits Mot Transaction Editor
Panel Settings e Export

Import

Legacy 4

Figure 139 The Panelist Credits menu

See the following sub-sections for further details. The Legacy sub menu enables import to and export from only the
old legacy Panelist Credit system.

6.8.1. Transaction Editor

Go to the Panel Management > Panelist Credits > Transaction Editor menu command to open the Transaction
Editor page. Here you can edit each of the credit transactions that has been performed in the current panel.
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Transaction Editor Confirmit. /™
everywhere e.—'
; Home ~ Panel Setup ™ Panel Utilities =~ [Panel Management = | Sarmple Management ~ ~ |User: Apple, Adam Log Off
Current Rule Rule List Data * Calculate Variables Panelist Credits * Panel Settings = @|
Filter: No advanced filter.
|p Search Q Reset Add Credit.,, Selec a View  ------------- w Select Columns... Advanced Filter.., Clear Advanced Filter
responseid -~ TransactionCradit TransactionSurveyld TransactionSectionld TransactionComment z
= b = -
i 25 prooooool - Survey completed -
i 25 DR 2 Sectioni Section 1 completed i
1 25 DR 2 Section2 Section 2 completed -
1 25 P 3 - Survey completad 1
i &0 [t - Survey completed
1 3 [eiiateteterererdu] - Survey screenad
i 25 proooonos - Survey completed
i -70 [aiisretate s el Sectioni Redeemed credits
2 25 peoeo 1 - Survey completad
2 25 P S - Survey completad
2 5 P - Survey screenad
2 -40 e T Sectionl Redeemed credits
2 -20 PrOCOOOOCT Section2 Redeemead credits
k] 25 [eEtsreratetereten) Sectionl Section 1 completed
3 25 [abisretare s erend Sectionz Section 2 completed
3 25 [rErererere e - Survey completad i

[1-60of95] Page 1 =)

Figure 140 Example of the Transaction Editor page

Click on a blue link to open an overlay where the individual items can be edited.

Click on the column headers to sort the list by the selected header. Enter criteria into the search fields at the top of the
columns to display only those records that comply with the specified criteria.

A version of this page is also available by clicking the Manage Credits button on the Single Panelist Editor page
accessible via the Panel Management > Data > Single Panelist Editor menu command. The Manage Credit
Transaction page however lists only the transactions that have been made for the selected panelist (go to Manage
Credits on page 111 for more information).

6.8.2. How to Export Panelist Credits

If you do not add a filter expression, this procedure exports the panelist credits for all the panelists in the selected
panel.

1. Goto Panel Management > Panelist Credits > Export.

The Export Panelist Credits page opens.
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Export Panelist Credits

Panel ID piZi7321i8

Format Delimited Text File -
Filter
Expression
Edit.
Cancel || = Back || Next = || Finish

Figure 141 The Export Panelist Credits dialog - 1

2. Select the desired output format, and if you only wish to export a sub-set of the panelist credits then add a filter
expression to remove those that you do not wish to export.

3. Click Next - the dialog changes.

Export Panelist Credits

Formatting Tab Separated - -@

Custom Delimiter | |

Text Qualifier | With Quotes - |
Locale English (United Statas) - &
File Encoding UTF-2 -
Panelist Credits Variables

Selact variables...

Owverride Filename

Cancel || <Back || mext= | Finish

Figure 142 The Export Panelist Credits dialog - 2
4. Click Select Variables, select the Panelist Credit Variables you wish to export, make the appropriate

selections for the remaining properties, then click Next.

The dialog changes again.
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Email Address documentation@confirmit.com
File Transfer Email - =
Override Email Options ||
Encrypt File I:l o

Start Time ASAP -

Comment

Cancel < Back Finish

Figure 143 The Export Panelist Credits dialog - 3

5. Select the type of transfer you wish to perform; Email or via FTP.

Note: The FTP transfer option is a chargeable add-on. This option will only be available if your company has
the appropriate license. If so, the FTP site details will be specified automatically by Confirmit.

6. If Email is selected, check the recipient email address is correct and edit as necessary.
7. Specify the start time for the transfer.

If you select Schedule for Later Execution, you can set the export to be a recurring task, that is, it will be
performed automatically at specified time intervals.

8. Click Finish.

At the specified time, the credits are added to a file in the format you have selected, and this file is zipped,
attached to an email, and sent to the stated address.

6.8.3. How to Import Panelist Credits

The panelist credits for a panel can be exported as a zipped .txt file, via emalil, or if you have the appropriate license,
via FTP (go to How to Export Panelist Credits on page 123 for more information). Note that there are a number of
information columns that must be included in the .txt file to be imported. These are "required fields" and must have the
column headers as shown:

Field/column name Description Required/Optional

responseid The unique responseid ID of the panelist. Maximum Required for Append
number of characters is 50. (or use email)

email The email address of the panelist. Will not be imported to Required for Append
the panel credit table, but is used to find the matching (or use responseid)
responseid.

CreditTransactionHistory The Id of the particular credit entry. Required for Update

TransactionSurveyld The project Id of the project for which the credit is being Optional
granted.

TransactionCredit The credit amount. Optional
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TransactionCreated The date for the credit entry. Format yyyy-MM-dd Optional
hh:mm:ss.

TransactionComment A text string, up to 256 characters. Optional

TransactionSectionld A string used if credits are to be assigned multiple times for |Optional
one project. Up to 40 characters.

TransactionSecondaryPanelistld | If points are received from another panelist (e.g. refferals), |Optional
this is the panelist id of the panelist who gave the points.

TransactionPending Is the transaction pending (true/false)? A transaction is Optional
pending in a survey until the respondent has been given a
status in the survey.

TransactionType Why the transaction has been made; a normal update, a Optional
correction to the current value, some credit has expired etc.

TransactionlsHidden Is the transaction hidden; true or false. Optional

If the file has been exported via email, save the file attachment to an appropriate folder in your network.

1. Open the Panel to which you wish to import the panelist credit file.

2. Goto the Panel Management > Panelist Credit menu command and select Import.

The Import Panelist Credits dialog opens.

Panel ID

Uploaded File g

Format

pl173433

Delimited Text File

Pick up from FTP Location

Cancel

Figure 144 The Import Panelist Credits dialog

3. Ifthe file has been exported via email, select the Transfer Type to be Upload then browse to the file that is to
be uploaded and select it. If the file has been exported to FTP, type the file name into the File Name field.

Note: FTP export requires your company to license an add-on. The FTP site details will then be specified

automatically by Confirmit.

4. Select the Key Field that is to be used to identify the panelists to which each credit value is to be credited.

This list is populated automatically from the fields available in the panel.

5. Set the start time for the import task.

Note: If the file is to be exported at regular intervals (using a recurring task) then you can also set the import
to occur at corresponding intervals, thereby updating the credits automatically. In this case, ensure you allow
a delay between the times set for the exports and the imports to allow for possible queues in the task server.

6. Click OK.

The import will be performed at the specified time(s).
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6.8.4. Credit Conversion

The Panelist Points system is redesigned from Confirmit v17. To be able to use the new system on an existing panel,
any credits amassed by panelists in the existing panel must be converted to the new system. This is accomplished by
running a Credit Conversion task as follows:

Note: The panel itself must be upgraded and the database regenerated before credits can be converted to the
new system.

1. Select the existing panel that contains the credits you wish to transfer.

2. In the Panel Variables toolbox, right-click on the root node (the top item in the toolbox) and select Upgrade
Questionnaire.

A confirmation box appears telling you that the questionnaire is about to be upgraded to the latest version.

3. Click OK to confirm the upgrade, or Cancel to abort the process.

4. When the questionnaire upgrade is complete, go to the Panel Setup > Database Generation menu item and
click Generate Database.

5.  When the database has regenerated, go to the Panel Management > Panelist Credits > Legacy > Convert
Credits menu command.

The Convert Credits information overlay is displayed.

6. Add a comment and select the start time for the task as necessary, then click Run to run the task.

Note: While the task is running, the old credits table will be disabled and surveys or portals accessing this
table will fail. After the task has completed, the surveys and portal will access the new table.

On completion, the converted credits can be exported to other panels (go to How to Export Panelist Credits on page
123 for more information).

6.9. The Panel Settings

You can define some custom settings for the panelists' password requirements, and you can show or hide a number
of the sampling setting features. These are defined separately for each panel, so different panels can have different
password requirements and sampling settings.

Note: You must actively go to the Panel Settings page and make the settings for each panel.

1. When in the Professional Panel, go to the Panel Management > Panel Settings menu command.

Panel Managerment -

Current Rule

Current Rule Set

Rule List

Rule Set List

Data 4
Calculate Variables
Aggregated Variable List
Fanelist Credits *

Panel Settings P
Loy

Figure 145 The Panel Management > Panel Settings menu command
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The Panel Settings page opens at the Features tab. The Features tab enables you to show or hide features as
required for specific projects (go to The Panel Settings Features Tab on page 128 for more information). The
Security tab allows you to adjust the password and HTTPS settings (go to The Panel Settings Security Tab on
page 129 for more information). Confirmit has a defined policy regarding password complexity etc. (go to
Password Policy on page 7 for more information).

6.9.1. The Panel Settings Features Tab

The Features tab enables you to show or hide features as required for specific projects. This allows "unnecessary"
features to be hidden such that they do not distract the user or fill the screen with unwanted menus etc. The items are
described in other sections in this documentation. For each item, the options are Enabled and Disabled.
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E Save
Features I Security

| (1] This page allows to Enable/Disable features for current Community Panel.

I%h' Panel Setup

Legacy Jobs Import Disabled -

(%) Panel Utilities

Panel Activity Log Disabled -

Database Cleanup Disabled -

I%Ll Panel Management

Multiple Panelist Editor m
Rules Enabled -
Rule Set Enabled -
Aggregated Variables m

I%h' Sample Management

Scheduling Disabled -
Concurrent Sampling m
Multiple Sample Upload m
Tester Template List m
Survey Synchronization m
Job Approval m

Disregard in Future Date

Exclusions m
External Fields Disabled
Manual Panelist Exclusion Disabled
Sampling - Output Rule Disabled -
Sampling - Posting Rule Disabled -
Mséthu?“n;:d Sampling Algorithm m
Expected Return Variable m
Individual Rest Days m

6.9.2. The Panel Settings Security Tab
The Security tab allows you to adjust the password and HTTPS settings.
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Note: You must actively go to the Panel Settings page and make the settings for each panel. No changes will
be made to the panel's password settings unless you do so.

Save

Featurss | Security

4] Specify password validation settings for current panel.
These settings will apply for all places where it is possible to change
password.
E.g. Portals, registration and maintenance surveys.

Password expiry days |D | 7]
Password history |D | 7]
Minimum age |D | 7]
Minimum required length |D | 7]
Minimum required non alpha characters |D | 7]
Minimum required non alphanumeric characters |D | 7
Minimum required uppercase characters |D | 7]
Password similar to username &

Enforce https access to portals |:|

Panelist Unigque Variable ﬂ]

Allow the portals to be embedded within frames ||

Exclude fields | |

Session timeout in portals (in minutes) |I3I |

Figure 146 The Panel Settings Security tab

The options are as follows:

e Password expiry days - specify how many days the password is to be valid after it has been changed. Use 0
to disable this functionality such that the password does not expire.

e Password history - specify that the new password must be different from the last X passwords used. This
prevents the panelist merely using the same password over and over again. Use 0 to disable this functionality
such that the same passwords can be reused.

e Minimum age - specify the number of minutes the user must wait after changing the password before they are
allowed to change it again. Use 0 to disable this functionality.

e Minimum required length - specify the minimum number of characters (of all types) that a password must
have. Use 0 to disable this functionality such that a password can be of any length.

e Minimum required non alpha characters - specify the minimum number of non alpha characters a password
must have. This will force the panelist to use numerical and/or other characters in the password, thereby
making it more difficult to guess. Use 0 to disable this functionality such that the panelist can use only alpha
characters if so desired.

e Minimum required non alphanumeric characters - specify the minimum number of non alpha-numeric
characters (for example #2%& etc) that must be included in the password. Use 0 to disable this functionality.
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e Minimum required uppercase characters - specify the minimum number of upper-case characters that must
be included in the password. Use 0 to disable this functionality.

e Password similar to username - check the box if the password is to be validated against the username to
ensure that the password and username are not identical. Leave the box unchecked to disable this
functionality, thereby allowing the panelist to use their username also as their password.

e Enforce HTTPS access to portals - check the box to force the user to use HTTPS when accessing the
portal.

e Panelist Unique Variable - specifies the variable that is to be used to uniquely identify a panelist, for example
email or Customerld. This will be the variable used as the username when the user logs in to the portal. The
variable must be defined with the property Unique set to true.

e Allow the portals to be embedded within frames - check the box if you want to allow the portal to be
embedded within another web site in an iframe. If this option is not checked, the portal can not be embedded
in an iframe.

e Exclude fields - for improved protection of panelists it is possible to exclude specified data fields, for example
Personally Identifiable Information (PIl) from viewing and exports. You may wish for example to exclude email
addresses from exports so that users cannot retrieve panelists' email addresses from any kind of data export
from the panel or surveys linked to the panel. Write the field names into this field, using comma or semicolon
to separate the field names if more than one field is to be excluded, and save the changes, to exclude the
specified fields from all exports. Note that excluded fields are listed in the task log and in notification emails.

e Session timeout... - add a time in minutes to specify how long a session will be kept active before the panelist
will need to log in again. If empty, the system defaults for session timeout will be used.

Note: A special Normal role is available for users that prevents access to the Panel Settings, thereby
preventing normal users from making changes to this option. If a user has this special Normal role then
he/she will not be able to unlink a panel from the survey. Any changes to this field are registered in a special
activity log - refer to the Admin manual for further information.

When you have made any changes, click Save to save them.
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7. The Sample Management Menu

A Sample is a group of people who have been selected from a Panel to participate in a particular survey. The
members of the sample will have specific characteristics that make them suitable for that survey.

When a person agrees to be a panelist, they complete a questionnaire to provide their personal details and other
information that the survey company (your company) may require. There could be hundreds of questions. These could
include such details as where the panelist lives, whether they drive and/or own a car and if so what type, whether they
have any children and if so how many, their ages, sexes, what types of schools they attend, whether they have any
pets and if so what types etc. The panelist’'s answers to these questions are entered into a database and later used to
determine the panelist’s suitability to participate in a particular survey. For example, if a company that manufactures
dog-food has asked for a survey to be conducted to analyze dogs’ preferences in a particular town, there is not much
point in including a panelist who does not own a dog or who lives in a different town.

Additional criteria, such as whether the prospective panelist has recently participated in a survey of a particular
category, or participated in a survey of any category, within a specified period, can also be included in the sample
selection process. These “exclusion” criteria will help to prevent panelists becoming overworked and perhaps bored
with answering surveys. You can also use similar functionality to re-include potential panelists who were previously
excluded automatically for other reasons.

Confirmit's Sample Management function uses the panelists’ details in the database, and the additional criteria, to
assemble a group of panelists who are suitable for a particular survey. The required number of panelists are then
selected randomly from that group.

Note: Confirmit does not support sampling from both Basic Panel and Professional Panel into the same
survey.

It is not possible to sample to closed surveys from Standard or Professional Panels. If you attempt to do so,
an error message will be displayed.

The panelists that are selected for a survey are “booked” in the system for a defined period from the moment that the
job for which they have been selected is executed. The selected panelists are flagged in the database, and will be
available to be included in jobs that are executed later according to the mailing dates and exclusion rules for those
jobs.

The sections in this chapter describe the functionality available through the Confirmit Sample Management menu, and
the procedures required to make use of that functionality.

;Home T Panel Setup ~ Panel Utilities = Panel Managernent '|Samp|e Management '|

Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Concurkent Sarmpling Multiple Sarmple Upload Tester Ternplate List Sarnpling Settings

Figure 147 The Confirmit Sample Management menu

Click on Sample Management to access the sub-menu commands. The Job List is automatically displayed below the
menu. Click on a job in the list to select it and go to the Current Job window.

7.1. Current Job

A sampling job is a group of sampling definitions with common properties that is to be scheduled and executed as one
job. This produces a sample file as output, and some reports on the outcome of the sampling job. The sampling job
will operate on a subset of the panel defined by a “global criteria” (a global filter, for example only panelists from a
particular state).

The Current Job window provides general information about the selected job and enables you to define and edit the
criteria for the job. To open this window, go to the Sample Management > Current Job menu command. The window
contains seven tabs:

¢ Job Information — define the basic details for the job.

e Exclusions — define any date-related automatic and manual exclusions, and manually relax exclusions that
have been applied automatically.

e Universal Criteria — create the background panelist-selection expression.

-132 -




Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

e Sub Samples — a survey may need groups of respondents with different characteristics. The Sub Samples
function allows you to create such groups.

e Additional Items — specify which columns of information about the selected panelists are to be included in the
resulting text file.

e Execution - confirm the panel selection and book the panelists for the job.

e Reporting — view, and print as necessary, reports on the outcomes of the sampling jobs..

7.1.1. The Job Information Tab

This tab provides basic information about the current job.

Job Information | Exclusions || Filter | Sample Definition | Sample File Fields | Execution | Reporting

| Save Duplicate Export Job Walidate Job

Job Number 3

Description Omnibus

Mailing Date ig6/i0/2008 Eﬂ =)

Status Work In Progress (g

Properties (2]}

Project_Manager Ole Andresen w
CustomlobStatus Open w

Data Source V| =

External Fields No external file has been uploaded Upload file gl

External Survey Links No links have been uploaded Upload links gl

Category Available Categories Selacted Categories 2]

search Demo

= Panel Categories
Anothersample
Demo
SampleType

==

<<

Figure 148 Example of the Job Information tab

7.1.1.1. The Tool bar

e Save - click to save the changes you have made to the job. The button flashes while Confirmit has unsaved
changes.

e Duplicate — makes a copy of the current job so you can create a new job to the same specifications. You will
be required to give the new job a different job number, and the Job Status will be reset to Work In Progress,
but all other details will be identical to the original job. Once the job has been duplicated and given a new
number, you can then edit the job as required.
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Export Job — exports the job definition (not matrices) to a text file and sends the file to the stated email
address. This function can be used by customers with their own servers to copy jobs from one server to
another.

Validate Job — tests the job to ensure there are no logical inconsistencies that would cause the procedure to
fail when the panelists are actually being selected.

7.1.1.2. The Data Fields and Areas

Job Number — a unique identification number for the job. The number is generated when the job is first
created, though it can be changed if necessary.

Description — a free-text description of the job to simplify identification later. You can edit the description at
any time.

Mailing Date - a calendar that enables you to set and change the mailing date (go to How to Set the Mailing
Date on page 141 for more information).

Status — the current status for the job. The job status is changed automatically by the system when for
example the job is uploaded, when it is emailed etc.

Properties — you can define properties for the jobs (for example “Complexity”), and specify options for the
property (for example “Low”, “Medium” and “High”) (go to The Property Definitions Tab on page 223 for more
information). You can then specify the property and option for each job, and these can be used when
excluding panelists from jobs (go to The Auto Job Exclusion Tab on page 138 for more information).

Data Source - a list of the available BitStream files used as a base for sampling.

External Fields — allows you to upload additional information on an individual panelist or for a group of
panelists. This information will be in the form of text files that must be created outside of Confirmit and
uploaded. The files must be tab-delimited with Panelistld as the key column, followed by the external fields as
shown in the image below. (go to How to Upload a File on page 135 for more information).

External Survey Links - allows you to upload a repository of unique links to an external survey. The links will
be added to the Sample file and can be uploaded to a Confirmit project that handles the statusing and
redirecting for the Sample Only job.

Category — A panel's category is specific to that panel. Use this area to define the category or categories to
which the job is to apply. The Panel Categories list is a logical hierarchy of all the registered categories (go to
The Categorization Tree Tab on page 222 for more information).

PanelistId Country RFegion HouseholdZizel
1 Austria ADE 3
4 Norway O3L 2.
f Eelgium ERU 4.)
7 T3h NYC S

Figure 149 Example of atext file with a list of panelist information

7.1.1.3. Procedures in the Job Information Tab

7.1.1.3.1. How to Duplicate a Job

1.

Click the Duplicate button in the blue Job Information tab toolbar.

The Duplicate Job dialog opens.
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Duplicate Job

Job Number | |

| (o] 4 || Cancel |

Figure 150 The Job Import dialog box

2. Type a unique job number for the duplicate job into the data field.

3. Click OK.
The new job opens in the Confirmit window, is listed in the Sample Management > Job List window under its

job number, and can be selected and edited as required.
7.1.1.3.2. How to Export a Job
1. Click the Export Job button in the blue Job Information tab toolbar.

The Job Export dialog opens. The default email address (that of the current user) is included as default in the
Email Recipient field.

[JobExport

Email recipient | docurmentation@confirmit, corn |

Comment | |

Figure 151 The Job Export dialog box

2. If necessary, change the email address to that of the intended recipient.
Type a comment if required.

4. Click OK.

The new job opens in the Confirmit window, is listed in the Sample Management > Job List window under its
job number, and can be selected and edited as required.

7.1.1.3.3. How to Upload a File

You can upload text files of additional information on panelists or external survey links. The upload procedure is the
same for both types of file.

Note: The text file must be of .txt format and must be named matchfile.txt. The link file must be of .txt format
with 'Link"' as the only column header and all the links below

1. Inthe External Fields area, click the Upload File link.
The Upload Settings dialog box opens.
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Upload a text file containing external fields. @:‘

Upload Settings

File to upload | ”_ Browse.. |

| Ok || Cancel |

Figure 152 The Upload Settings dialog box

2. Inthe dialog box click Browse.
A standard File Selection window opens.
3. Browse to and select the required file, then click Open.
The file path and name is added to the File to Upload data field.

4. Click OK to complete the upload, or Cancel to return to the Job Information tab.

7.1.1.3.4. How to Check the Job

You can check the current job at any time during the construction process, to ensure it will function correctly and to
view a list of any errors or problems.

1. Click the Validate Job button in the Job Information tab toolbar.

An information dialog opens with a list of any errors or problems that the job may contain.

Microsoft Internet Explorer |X|

Mailing dake can nok be in the past,
! h Mo samplingmatrix is specified For subsample 1
Samplingmattix specified For subsample 1 does not exist
Tokal target is not specified for subsample 1, When marked for balancing, tokal target is mandatary.
Mo weight is specified For subsample 1
Target For group with code '0° in groupset 1 For subsample 1 must be larger than 0,
Mo samplingmatrix is specified For subsample 2
Samplingmattix specified For subsample 2 does not exist
Tokal target is not specified for subsample 2, When marked for balancing, total target is mandatary.,
Mo weight is specified For subsample 2
Target For group with code '0° in groupset 2 For subsample 2 must be larger than 0,

Figure 153 Example of a verification message list

You must now work through the list and correct the problems.

2. Click OK to close the list dialog.

Once all the errors have been corrected, when you click the Validate Job button the “Sampling Job is Valid”
message box is displayed as shown below.
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Microsoft Internet Explorer g|
! E samplingjob is walid

Figure 154 The Job is Valid message box

7.1.1.3.5. How to Select a Category

If the Available Categories list is extensive or contains many similarly-named categories located in different branches
of the hierarchy, you may wish to perform a search to locate the category you are looking for. To find panel

categories:

1. Type an appropriate combination of characters into the data field at the top of the Available Categories
column. Wildcards are not necessary.

2. Click Search.
Confirmit will find and display all the instances of that combination of characters that are to be found in the
Panel Categories hierarchy.
For example if you type Product into the field and click Search, Confirmit will find all categories with the word
Product anywhere in the category name. Note that you do not need to type in complete words. For example,
type Il into the field and click Search to find all categories with || anywhere in the name, such as any category
with the word small in its name, or grill, or rolls....
If after typing in the first search criteria the list is still long, you can perform a search through the first set of
results by repeating the procedure using other search criteria.
To reset the search filter and restore the entire hierarchy to perform a new search, click Clear.

3. Once you have found the required category, click on it to select it, then click the >> button located between the

columns.

The selected category is moved from the Available Categories column to the Selected Categories column.

Note: You can select as many categories as you wish.

4.

To remove a category from the Selected Categories list, click on it to select it and then click the << button
located between the columns. The category is returned to the Available Categories list.

On completion, click Save to save the changes.

| Note: The Save button flashes while the system contains changes that have not yet been saved.

7.1.2. The Exclusions Tab

You may wish to exclude potential panelists from a job for various reasons. For example you may wish to avoid using
panelists who have recently been asked to reply to a survey of a particular category, or those who have recently been
asked to reply to a survey of any category. The Exclusions tab enables you to set time-frames around the job’s
planned mailing date, within which such panelists will be excluded.

The Exclusions tab contains three sub-tabs:

Auto Job Exclusion — panelists are excluded automatically if they conform to the general rules set here.
Manual Job Exclusion — you can set additional exclusion rules and/or relax some rules.

Manual Panelist Exclusion - you can upload a file with a list of panelists, and these panelists will be
excluded.
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7.1.2.1. The Auto Job Exclusion Tab

The Auto Job Exclusion function is controlled by dates. Here you can select the type of exclusion you wish to use;
Category and/or Date, and set the dates within which you wish the exclusion rules to apply.

You can also exclude all panelists so you can then go to one of the other tabs and relax the exclusion for specific jobs
and/or panelists, and you can exclude based on the project, which prevents panelists being uploaded multiple times.

Job Information I Exclusions I Filter " Sample Definition ” Sample File Fields " Execution " Reporting |

Auto Job Bxclusion I Manual Job Exclusion " Manual Panelist Exclusion |

© Exclude Al Panelists'@
@ Specify Auto Exclusion

Use Project Exclusion

Category Exclusiun@ Date Exclusion '@
Days Before Mailing Date 14 days Days Before Mailing Date 5 days
Days After Mailing Date 14 days Days After Mailing Date 5 days

Saznbarnbar 20013

Wk Mon Tue Wed Thu Fri Sat Sun Wk Mon Tue Wed Thu Fri Sat Sun
eak 27 28 29 20 31 1 2 aeak 27 28 29 20 31 1 2
ek 3 4 al & v, E = eak 3 4 al = 7 8 =
=a b I il s 15 1 15 iz eak 10 11 12 13 14 15 iz

m
[1]
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|s2
i
s
|82
|2
L
i
m
)
(=1
b !
i
Lis
L
i
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i
s
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|2
L

e b s o e el =0 ek - 3 26 27 28 29 20
EELd o = 4 5 = 7 eak 1 2 3 < 5 = 7
Survey Status All hd Survey Status All hd
Property Exclusion: [Eumplexit\r]l'@
Item " -
Name Low * Days Before Mailing Date 5 Days After Mailing Date 5 Remove
:qt::-,-le Madium ¥ Days Before Mailing Date 7| Days After Mailing Date 7 Remove
Item . " -
Name High ¥ Days Before Mailing Date S| Days After Mailing Date g Remoaove
Survey Status Completed -

Figure 155 The Auto Exclusion tab
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The Auto Job Exclusion tab controls three functions:

e Category exclusion — excludes potential panelists if they have the selected status and have been used in a
sample for a survey of the same category within the specified dates.

e Date exclusion — excludes potential panelists if they have the selected status and have been used in a
sample for any survey within the specified dates. The panelist may have been invited to participate in a survey,
they may or may not have responded to that invitation, or they may have already been included in a different
sample for a survey that is still being planned.

In both cases the exclusion dates are applied around the Mailing Date — the date on which you plan to email
the survey invitations to those panelists who are finally selected. The darker shaded date is the selected
Mailing Date (set at the top of the tab (go to How to Set the Mailing Date on page 141 for more information),
while the lighter shaded area covers the days selected in the Days Before and Days After fields for the
appropriate calendar.

e Property exclusion — a Property Definition (go to The Property Definitions Tab on page 223 for more
information) can be activated so it can be used in the exclusion. This excludes potential panelists if they have
the selected property and Survey Status. Click Add to add a property definition (go to How to Set the Property
Exclusion Function on page 144 for more information).

Select either:

e Exclude all panelists - select this to exclude all panelists from all jobs. You can then go to the Manual
Exclusion tabs and relax the exclusion for specific jobs. Use this function if you want to send for example a
follow-up survey to the same panelists as for an earlier survey.

e Use Project Exclusion - select to exclude panelists based on the project which the sample is uploaded to. So
if you enable project exclusion on a job, it must be connected to a survey. Then when running the sample,
all panelists who have previously been uploaded to that survey will be excluded. There is then no risk of a
panelist being uploaded to the same survey twice.

Or:

o Specify Auto Exclusion - select this to exclude panelists using Category, Date and/or Property Exclusion,
then set up the exclusions as required.
7.1.2.2. The Manual Job Exclusion Tab

You may wish to include some potential panelists in your survey who have been excluded by the Auto Exclusion
function, or you may wish to exclude panelists who have previously been involved with particular jobs, in addition to
any exclusion generated by the Auto Exclusion function. The Manual Exclusion tab provides you with these
possibilities.

The tab is divided horizontally into two lists:
e Available Jobs - the jobs currently registered in your database, which are available to be excluded or relaxed.

e Manually Excluded and Included Jobs — jobs selected manually from the Available Jobs list to be excluded
or relaxed.

To simplify management, the lists are automatically divided into “pages” with 30 jobs on a page. Scroll through the
current page using the scroll bar at the right side of the list, and move through the pages by clicking on the Page
arrow buttons at the lower-right corner of the list.
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Job Information I Exclusions I Filter " Sample Definition " Sample File Fields " Execution " Reporting |

Auto Job Exclusion I Manual Job Exclusion I Manual Panelist Exclusion |

Available Jobs
p Search Q Reset @ Exclude [;] Include view Cate Excluded Jabs | Mailing Date e

Job Number Description Outgo Mailing Date ProjectId Category z
| || | [ & | L ]

No items available

0 of 0 selactad. [0-Dof0]

Manually Excluded and Included Jobs
n save X Remove View Excluded and Included Jobs v

Job Number Diescription Cutgo Maziling Date Projectld Filter e

No items available

0 of 0 selected. [o-Dof0]

Figure 156 Example of the Manual Exclusion tab

7.1.2.2.1. The Job Filters

In an established company the list of registered jobs may run into thousands, and a search through the list for the one
job that you wish to select for exclusion or relaxation could be time-consuming. Confirmit therefore provides you with a
set of filters so you can reduce a long list to a manageable size.

|p Search (/7 Reset @ Exclude @ Include \."iew| Date Excluded Jobs Vl Mailing Date| |V|
Job Number Description Outgo Mailing Date Projectld Category 3
| | | [= =l | | | [an ]

Figure 157 The joblist filter fields

The filters are as follows:

e Job Number — type in the number of the job you are looking for, then click Search. You can use the *
character as a wildcard, and type in part of the number. For example, type in 123 to find all jobs where the job
number starts with 123, such as job number 123456. Typing in *123 will find all jobs with the number 123
somewhere in the job number, such as job number 45123678.

e Description — type in the description of the job you are looking for, then click Search. You do not need to type
in the entire description, and you can also use the * wildcard. For example, if the job you are looking for has
the text “Confirmit Customer Survey 1” in the description field, typing in confirm, *sur, or even just *1 will find
the job. However bear in mind that the simpler the search criteria is, the more jobs the search is likely to find.

e Outgo — allows you to search for jobs according to the number of respondents who were invited to participate
in the survey. Click the drop-down arrow beside the operator field and select the required operator, then type
the appropriate number into the field to the right of the drop-down arrow. When you are ready, click Search.
For example, select the <= operator and type in 1000 to list all the jobs that were mailed to 1000 people or
fewer.

- 140 -




Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

¢ Mailing Date — allows you to search for jobs according to the date on which they were mailed. Click the drop-
down arrow beside the operator field and select the required operator, then click on the calendar icon beside
the field and select the date. When you are ready, click Search. For example, select the <= operator and a
date to list all the jobs that were mailed on or before the selected date.

e Project ID - allows you to search for jobs according to the project ID of the project to which they are
connected. Note that if you hover the mouse pointer over a project ID, the name of that project is displayed in
a tool-tip.

e Category — this field lists the categories selected in the Job Information tab. Click the drop-down arrow to
open the list and select the required category, then click Search.

Once you have found the job or jobs that you wish to use, you can exclude them or include them as required by
clicking the appropriate button in the toolbar above the list. Click Reset to remove all filter criteria and reset the list.

7.1.2.3. The Manual Panelist Exclusion Tab

Use this tab to upload a list of panelists to be excluded.

Job Information | Exclusions | Filter | Sample Definition | Sample File Fields | Execution | Reporting

Auto Job Exclusion || Manual Job Exclusion | Manual Panelist Exclusion

(£l Upload = text file containing panelist ids. =

File to upload

oK Cancel

No external file has been uploaded (&

Figure 158 The Manual Panelist Exclusion tab

Click Browse to open a file selection window, find the file and select it, then click OK. Once you have uploaded a file,
the name of the file you have uploaded and the number of panelists listed in the file is displayed on the tab. If required
you can then click Remove File and confirm to delete it.

7.1.2.4. Procedures in the Exclusions Tab

7.1.2.4.1. How to Set the Mailing Date

The panelists that are selected for a survey are 'booked' in the system for a defined period from the moment that the
job for which they have been selected is executed. The selected panelists are flagged in the database, and will be
available to be included in jobs that are executed later according to the mailing dates and exclusion rules for those
jobs. To set the mailing date for a job:

1. Go tothe Sample Management > Current Job menu command.
2. Click the Job Information tab.

3. Click on the calendar icon to the right of the Mailing Date field.

The calendar opens.
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Figure 159 The calendar

Using the arrow buttons, browse to the appropriate year and month, then click on the desired date to select it.
Note that today’s date is outlined, and the selected date (if a date is already selected) is shaded. To close the
calendar without selecting a date, click outside the calendar.

When you click on a date, the calendar closes and the date is entered into the Mailing Date field. The time
intervals you set in the Exclusions tab are then applied around the selected Mailing Date.

5. Click Save to save the changes.

7.1.2.4.2. Exclude All Jobs

This check box is on the Auto Exclusion tab. Check this box to exclude all panelists for all jobs. You can then go to the
Manual Exclusion tab and relax the exclusion for specific jobs. Use this function if you want to send for example a

follow-up survey to the same panelists as for an earlier survey.

7.1.2.4.3. How to Set the Category Exclusion Function

| Note: Go to the Job Information tab to select the category(ies) with which this job is to be associated.

If you wish to exclude potential panelists if they have been invited to participate in a survey with the same
category(ies) as this survey, within a specified time period, proceed as follows:

1. Go to the Sample Management > Current Job menu command.

2. Click the Exclusions tab.
The Exclusions window opens at the Auto Exclusion tab.

3. Check the Category Exclusion box.
The Category Exclusion function is activated.
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Category Exclusion :ﬂ]

Days Before Mailing Date El days
Days After Mailing Date El days
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Figure 160 The Category Exclusion function

4. In the Days Before... and Days After... data fields, specify the number of days which, if a panelist has been
included in another panel of the same category during this period, they are to be excluded from this survey.

5. Click the drop-down arrow beside the Survey Status field to open a list of the statuses and select the desired
option.

The options are:

oReserved — excludes all potential panelists who are already reserved for other projects in the specified
categories and date range.

olnvited — excludes potential panelists if an invitation has been sent to them to participate in a survey in one
of the specified categories.

oln Progress — excludes potential panelists if they are in progress with a survey of the specified categories.

o Completed — excludes all potential panelists who have completed a survey in the specified categories within
the specified date range.

o Stopped by System — excludes potential panelists who have been invited to participate in a survey in the
specified categories during the specified time period, if those panelists have been stopped from completing
those surveys by Confirmit.

o All — excludes all potential panelists who have been invited to participate in any survey of the specified
categories during the specified period.

6. Click Save to the save the changes.

7.1.2.4.4. How to Set the Date Exclusion Function

If you wish to exclude potential panelists if they have been invited to participate in any survey within a specified time
period around the mailing date for this survey, proceed as follows:

1. Go to the Sample Management > Current Job menu command.
2. Click the Exclusions tab.

The Exclusions window opens at the Auto Exclusion tab.

3. Check the Date Exclusion box.
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The Date Exclusion function is activated.

Date Exclusion :ﬂ]

Days Befare Mailing Date EI days
Days After Mailing Date EI days
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Figure 161 The Date Exclusion function

4. In the Days Before... and Days After... fields, specify the period during which, if a potential panelist has been
included in any other panel, they are to be excluded from this panel.

5. Click the drop-down arrow beside the Survey Status field to open a list of the statuses.
6. Select the desired option.

The options are:

o Reserved — excludes all potential panelists who are already reserved for other projects in the specified date
range.

olInvited — excludes potential panelists if an invitation has been sent to them to participate in a survey within
the specified date range.

oln Progress — excludes potential panelists if they are in progress with a survey within the specified date
range.

o Completed — excludes all potential panelists who have completed a survey within the specified date range.

o Stopped by System — excludes potential panelists who have been invited to participate in a survey during
the specified time period, if those panelists have been stopped from completing those surveys by
Confirmit.

o All — excludes all potential panelists who have been invited to participate in any survey during the specified
period.

7. Click Save to the save the changes.

7.1.2.4.5. How to Set the Property Exclusion Function

If you wish to exclude potential panelists who are or have been involved with jobs with particular properties, proceed
as follows:

Note: This requires that the appropriate properties have been defined (go to The Property Definitions Tab on
page 223 for more information).
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1. Go tothe Sample Management > Sampling Settings menu command.
The Sampling Settings window opens.

2. Goto the Property Definitions tab.

A list of the available Property Definitions is displayed, as shown in the example below.

| General ” Categorization Tree I Property Definitions I Output Field Templates || Survey Rule Templates
|}<_ Delete Mew Property Definition
I:‘ Name 1d Required Show in Joblist Use Output Template Survey Rule Template | Has Survey History Support
[0 complesxity Complesxity - - Vv v v
[] puration Test v

Figure 162 Example of the Property Definitions list

3. Click on the Name of the Property Definition you wish to use, to open the Property Definition page for that
property.
The page shown in the example below opens.

General " Categorization Tree I Property Definitions I Output Field Templates " Survey Rule Templates

|® Back Save and Close n Save

Property Name |C0rnp|e>cit',r |

Property ID |C0rnp|e>cit',r |

D Is Required D Show in Joblist Use Output Template Use Survey Rule Template Has Survey History Support (=] Use in Exclusion

¥ Remoue  add

I:‘ 1d Mame Defau... Auto...  Output Template Survey Rule Template z
Ol | frow | o | | | ]
Oz | [medium | o 0O | | | |
Ols | [Hien | o O | v | ol

Figure 163 Example of the Definition page for a property

4. Check the Use In Exclusion box, and other boxes as required.

Note: Only one Property Definition can be used for exclusion in a job. Once the Use In Exclusion box is
checked for a Property Definition, the box cannot be accessed for another definition.

5. Click Save and close.
6. Go to the Sample Management > Current Job menu command, then go to the Exclusions tab.
7. On the Auto Exclusion tab, check the Property Exclusion box.

Note that the Property Definition you selected in step 3 above is now named beside the Property Exclusion
box (arrowed in the figure below).

8. Click Add.

A row is added to the exclusion list as shown in the example below.
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Property Exclusion: [Complexity) &

;t:l_l:e * | Days Before Mailing e 5| Days After Mailing Date 5
Add
Medium
Survey High b

Figure 164 Example of the Property Exclusion list

9. Select the required item (in the figure above the Complexity property is selected, so the Iltem Name field lists

the items registered for the Complexity property. In this case the Low item is being chosen).

10. Type values into the Days Before... and Days After... fields to set the date range for which the exclusion
property is to be applied (the date range is applied about the Mailing Date).

11. If panelists conforming to the property exclusion should also have a specific status, then select the required

status.

Note: You can add as many rows as required to the list, and set them up such that all the required
combinations of items, dates and survey statuses are covered.

12. Save the changes.

7.1.2.4.6. How to Manually Exclude a Job

If you wish to exclude potential panelists who have previously been involved in a particular job, proceed as follows:

1. Go tothe Sample Management > Current Job menu command.
2. Click the Exclusions tab.

The Exclusions window opens at the Auto Exclusion tab.
Go to the Manual Exclusion tab.
Using the filters as necessary, find the appropriate job in the list.

Click in the job’s checkbox at the left side of the job list to flag it.

2

Click the Exclude button in the Available Jobs toolbar.

The job is moved down to the Selected Job list, and is colored pink for easy identification.

Note: You can exclude only those panelists in the job who have a specified Survey Status (you can specify

more than one status).

7. Click the ... button beside the Filter field to open the Filter dialog as shown below.
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a - Webpage Dialog |
Expression:
Search: Operators ¥ Add here Validate
| | OAnd I
AccessFromCyberCafe B O Or
AccessFromHome = ||¥es (True) ®
AccessFromLibrary No (False) None
AccessFromOther
AccessFromOtherSpecified ) |
AccassFromSchoal Not
AccessFromWorke
ActivateDate Functions
Active |
ActiveDaysOnPanel Equa
AddedDate - Survey Status:
AgePresOfKids .
AOLBrowser Batwaen Reserved Invited
AOLUser
archiveflag = In Progress Completed

archiveflagdate
BusinessCOwner
CanadianProvince
CensusRegion
ClosedCustomCounter <=
ClosedlobsCounter

Stopped By System None

ClosedTrackerCounter Contains
CNR Counter Laft
ComputerType
ConnectionType b’ Right
@ 1=l
< | [ >
http: {172, 16,12, 106 fconfirmjauthoring/EnterprisePanelSampling JobEliminationFilker ExpressionPopupContainer . aspx?Schematode=Ei ,r” Trusted sites

Figure 165 The Filters Web Page dialog

8. Create an expression as necessary (go to The Filter Tab on page 148 for more information).

9. Check the boxes for the statuses you wish to exclude (if None is selected, the other boxes are grayed out),
and click OK.

10. The dialog closes and you return to the Manual Exclusion tab.
11. Click Save to save the changes.

Any potential panelists who satisfies the criteria in the selected job are now excluded from your current job. You can
exclude several jobs at one time, and as many jobs as required.

7.1.2.4.7. How to Include an Automatic Exclusion

If you wish to include in your current job potential panelists who have been involved with a particular job that has been
excluded by the general criteria set in the Auto Exclusion function, proceed as follows:

1. Go tothe Sample Management > Current Job menu command.
2. Click the Exclusions tab.

The Exclusions window opens at the Auto Exclusion tab.

Go to the Manual Exclusion tab.

Using the filters as necessary, find the appropriate job in the list.

Click in the job’s checkbox at the left side of the job list to flag it.

o g b~ w

Click the Include button in the Available Job toolbar.
The job is moved down to the Selected Job list, and is colored green for easy identification.
7. Click Save to save the changes.

Any potential panelists who satisfied the criteria in the selected job are now included in your current job. You can relax
the exclusion notice for several jobs at one time, and for as many jobs as required.

7.1.2.4.8. How to Deselect a Job

You may wish to deselect a job that you have previously selected for exclusion or relaxation. Proceed as follows:
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Go to the Sample Management > Current Job menu command.
Click the Exclusions tab.

The Exclusions window opens at the Auto Exclusion tab.

Go to the Manual Exclusion tab.

Find the appropriate job in the Selected Jobs list.

Click in the job’s checkbox at the left side of the job list to flag it.
Click the Remove button in the Selected Jobs toolbar.

The job is removed from the Selected Jobs list, and is returned to the Available Jobs list.

Click Save to save the changes.

7.1.3. The Filter Tab

This tab is where you create the selection criteria expression that is the overall filter for the panelists. You can select
criteria from the list and assemble them using the operators and functions, or if you have the required knowledge you
can write the expression directly into the data field.

Job Infarmation | Exclusions | Filter | Sample Definition | Sample File Fields | Execution || Reporting

‘ H Save |

|G;I_ Create the background panelist-selection expression ‘

Universal Criteria:

Search: Operators Add here

O and

OOr
@ Mone

hiot

Functions

Figure 166 Example of the Universal Criteria tab

7.1.3.1. The Data Fields

Search —type a character or string of characters into the Search field. As you type, Confirmit reduces the
criteria list to show only those criteria that include that character or series somewhere in the criteria name.

The Operators:

o0And — a conjunction operator to be used when more than one criteria must be satisfied. For example, the
panelist must be male and must be married.
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0 Or — a conjunction operator to be used when one or more criteria must be satisfied. For example, the
panelist must have network access from home or from work.

o None — this is not a conjunction operator. Use when adding the first criteria in the expression.

o Not — the negative operator. Use for example when you want panelists who are not in banking though any
other profession is acceptable.

e The Functions (these will be active depending on the criteria selected):

o Equal — use when you want the selected criteria to be equal to a specific value, for example when you want
panelists of a specific age or you want the criteria to be Yes or No.

oIn — use when the criteria value is to be one of a range or set of values.

o Between — use when you want the criteria to be between two values, for example between two dates.
0> (Greater than) - use when the criteria is to be greater than a specified value.

0>= (Greater than or equal to) - use when the criteria is to be greater than or equal to a specified value.
0< (Less than) — use when the criteria is to be less than a specified value.

0<= (Less than or equal to) — use when the criteria is to be less than or equal to a specified value.

o Contains — you can write an expression that looks, for example, for a certain combination of four characters
anywhere in a line of text.

oLeft — you can write an expression that looks, for example, for the first three characters in a line of text. In
this case select Left as the desired string is to be on the left end of the line.

o Right — you can write an expression that looks, for example, for the last three characters in a line of text. In
this case select Right as the desired string is to be on the right end of the line.

olIsNull - you can write an expression that looks for any null-codes in multi questions; i.e. answer options that
have not been selected.

0 Any - you can write an expression that looks for instances where any of a specified set of codes are present.

o All - you can write an expression that looks for any instances where all of a specified set of codes are
present.

e Other data fields
o Text area — type text as required into this field. The field is only accessible for certain pre-defined criteria.
o Paste area — here you can paste in, for example, a list of values copied from a document.

oNumber — here you can type in numerical characters only. Use in conjunction with a Function (see above)
when, for example, you want a criteria to have a specific numerical value. The field is only accessible for
certain pre-defined criteria.

o0 End Number — when the Number field is open, if you also select the Between function, a second numerical
data field appears. This enables you to input a second number such that you can specify the criteria must
have a value between the two given numbers.

7.1.3.2. Procedures in the Filter Tab

7.1.3.2.1. How to Create an Expression

Note: The procedures for creating expressions in the Filter tab and in the Sample Definition > Group Set tab >
Expression Editor window are virtually identical. The only difference is that the Expression Editor window has
Validate and OK buttons while the Filter tab has a Save button. The Filter tab is displayed in the main
Confirmit window, so clicking Save checks the expression and saves the changes; it does not close the
window. However as the Expression Editor function opens in a separate window, clicking OK checks the
expression, saves the changes and automatically closes the window. If you then wished to make further
changes to the expression, you would need to reopen the window before continuing. The Validate button is
therefore included to allow you to check that the expression you have entered is valid before you click OK to
save it and close the window. Therefore, if you are creating an expression in the Expression Editor window,
click Validate to check the expression before you click OK to close the window.
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1. Inthe left column, search for or browse to the criteria you wish to start your expression with, and click on it to
select it.

Any options that may apply to the criteria will be listed in the second column.
2. Select the radio button for the None operator (you cannot start an expression with the operators And or Or).

Select the appropriate function and type any text or values into the Text or Number fields as required.

4. Click Add Here (see the following figure) to add the criteria to the field.

Uriversial Criteria:

Add here

AccessFromHome = Yes

Figure 167 Adding criteria to the data field

Note that the coding is displayed in the white data field while the logical expression is “written” below the field.

5. Select and add criteria until you have the required expression.

Universial Criteria:

Add here

Active = "0" AND IN

(CEHSUSREgiDnJ Ilj-llll ||2||ll IISIIll |I4||ll IISIIll ||6||ll II?".’ "8"_. "9":] AND BETWEEN
[PMActualage, 18, 991 AND PMHOH = "1" AND Language = "9" AND
MoT IM(StateCode, "AK", "HI"] AND DMaA <= "622"

Active = Active AND IM(CensusRegion, Mew England, Middle Atlantic, Eazt N
Central, West M Central, South Atlantic, East South Central, West South
Central, Mountain, Pacific) AMD BETWEEN{PMActualige, 18 , 99 ) AND
PMHOH = Yes AND Language = English AMD NOT IN(StateCode, Alaska,
Hawazii) AMD DMA <> Maw Orleans, LASMS

Figure 168 Example of a complete expression

6. Click Save to save the changes.

7.1.4. The Sample Definition Tab

Particular surveys may need groups of respondents with different characteristics. For example, you might want to
create one group to reflect the people in one city with that city’'s male/female ratio and income levels, and another
group for a different city with that city’s male/female ratio and income levels. The Sample Definition function allows
you to create such groups.
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To access this function, go to the Sample Management > Current Job menu command, then click the Sample
Definition tab.

This tab is divided into two areas:

e The hierarchy column — displays the various sub-samples and group sets in a hierarchy.

e The editor page —displays the details of the item selected in the hierarchy column and enables you to edit
those details.

In the hierarchy column, either right-click on an item then select Edit from the drop-down menu (go to The Right-Click
Menu on page 151 for more information), or double-click on the item, to open its editor page.

The following sections describe the editor pages for the various items in the hierarchy.

7.1.4.1. The Right-Click Menu

Place the cursor over an item in the hierarchy then click the right mouse button to open the right-click menu for that
item. The menu commands available will depend on the type of item selected in the hierarchy. The full set of
possibilities is listed below:

e Edit — opens the editor page for the selected item. You can also open the editor page for an item by double-
clicking on the item.

e Add Group Set (Below) — creates a new Group Set below (within) the currently selected Sub Sample.
e Add Group Set (After) — creates a new Group Set after the currently selected Group Set.

e Add Sub Sample (Below) — creates a new Sub Sample below (within) the Sub Sample hierarchy.

e Add Sub Sample (After) — creates a new Sub Sample after the current Sub Sample.

e Refresh - refreshes the window to ensure all changes are displayed.

e Expand All — expands the entire hierarchy.

e Collapse All — collapses the entire hierarchy.

e Duplicate — duplicates the selected Sub Sample and its underlying Group Sets and places the new Sub
Sample at the bottom of the hierarchy.

e Delete — deletes the selected item. You are asked to confirm the deletion.

7.1.4.2. The Sub Samples Folder Editor Page

In the hierarchy column, either right-click on the Sub Samples item then select Edit from the drop-down menu, or
double-click on the item, to open its editor page.
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Job Information " Exclusions ” Filter I Sample Definition I Sample File Fields " Execution " Reporting
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Figure 169 Example of the editing page for the Sub Samples folder

The "main" Sub Samples folder has the following data fields in its editing page:

Disregard Sampling Matrix... - you can set up universal criteria with matrices etc. (go to The Filter Tab on
page 148 for more information). Check this box to switch off the requirement to use matrices and only use the
filters. Set the filters for each group, sub-sample etc. individually. This method of sampling is called Basic
Sampling.

Matrix List - this is the list of matrices that are available in the Matrix drop-down on the Sub Sample editor
page (go to The Sub Sample Editor Page on page 152 for more information). This allows you to create a small
set of matrices from the complete list (which may run into hundreds), thereby simplifying the selection process
and reducing the chance of errors. Click Add, then select the required matrices from the list.

Custom Code - use this field to add custom codes to the job so you can use the codes later in the sub
samples (go to The Sub Sample Editor Page on page 152 for more information).

Global Custom Code - use this field to add custom codes to the job that all in the sample will be given (this is
similar to the default codes in the sub sample).

7.1.4.3. The Sub Sample Editor Page

In the hierarchy column, either right-click on a sub-sample folder then select Edit from the drop-down menu, or
double-click on the folder, to open the folder's editor page.
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Job Informatien | Exclusions | Filter | Sample Definition | Sample File Fields | Execution | Reporting
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Figure 170 Example of the editing page for a sub sample folder

In the figure above, note the two "CustomCode" fields in the lower part of the page. These are created in the Sub
Samples editing page (go to The Sub Samples Folder Editor Page on page 151 for more information).

The Sub-folders have the following data fields in their editing pages:

Sub Sample Name — the name for the sub sample.

Selected Matrix — the matrix to be used to build up the group. Note that the matrix must be created first. The
drop-down list will contain those matrices added to the Matrix List in the Sub Samples editing page (go to The
Sub Samples Folder Editor Page on page 151 for more information)

Manage Available matrices - click this link to go to the Sub Samples Folder Editor Page to manage the
matrices.

Use Dynamic Targets - check this box if you wish to set the segment targets according to the composition of
the underlying sampling population (BitStream set).

Apply Filters when Calculating Dynamic Targets - check this box if you wish to include the sampling job's
universal criteria and the sub-sample filter in the query to calculate the dynamic segment targets.

Cellweight — select the cell weight to be used by the Sub Sample. See also Original Cellweight below.

Original Cellweight — the customer might have specified a particular cell weight. However if not enough
respondents can be found who satisfy the selection criteria, the cell weight might be changed to enable the job
to be completed. In that case the cell weight actually used is given in the Cellweight field while the cell weight
specified by the customer is given here.

Expression — the filter used to select the respondents. Click the ... button to open the Expression Editor
window (go to How to Create an Expression on page 149 for more information).

Total target — this is the total number of panelists you wish to have in the sub sample Each group set in the
sub sample is allocated its own target, and this total target is the total of the group set targets. Confirmit will
attempt to fill this requirement while adhering to the selection criteria set in this and the other tabs.
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Note: Confirmit performs two series of checks while creating a sample. The first check is performed using the
criteria defined in the sampling job (using the Universal Criteria expression and exclusions), then a second
check is performed to ensure any required percentages, weightings etc. are met. If Confirmit finds more than
the required number of panelists that comply with the criteria then the program will randomly select the total
required from those found. If not enough panelists complying with the criteria in the first check can be found,
then an error message is displayed and the job will stop. If you wish to continue with the job you will then
have to change some of the criteria. If the first check finds enough panelists but the second check cannot
meet the required percentages, weightings etc. then Confirmit will try to complete the job by making
adjustments to the weightings and percentages. Any changes will be notified in the job report.

e Default Code - you can define a code number for each group. If a respondent is found who satisfies the
general criteria but who does not fit into a specific group, they will be allocated this default code.

e <custom code> - if a custom code is defined in the sub-sample (go to Adding a Custom Code on page 155
for more information), then it will appear here. Add a value as required.

o Weight Parameter — this property is only used during concurrent sampling (go to Concurrent Sampling on
page 212 for more information), and is only visible on the Sub Sample Editor page if the Expected Return
Variable box is set to a value other than None (go to The General Tab on page 218 for more information). The
property enables you to specify the accuracy of the sampling by using the probability that panelists are likely to
reply to the survey. Enter a value between -1 and +1. A value of -1 will allow the sample to include panelists
who have a low probability of replying. This will thereby result in a larger sample to ensure the required
number of responses are returned. A value of +1 will restrict the sample to only those panelists who have a
high probability of replying to the survey. This will thereby result in a sample closer in number to the required
size.

e Disable Balancing — a particular matrix can be used for many jobs. Check this box if you do not want to use
the cell weights applicable to the matrix.

o Discard Default Group... — check this box if you do not wish to use potential respondents who have been
allocated the default code number (see above).

7.1.4.4. The Group Set Editor Page

In the hierarchy column, either right-click on a Group Set item then select Edit from the drop-down menu, or double-
click on the item, to open its editor page.

| Save
Group Set Name |Group set 1/1

Filter E]

Custom Codes Manzge custom codes

CustomCodel

CustomCodeZ

‘X Delete ﬁ Moue Up <% Moue Down | Add Group Add Groups...

L]

] parcent Target | Code CustomCodel CustomCode2

FI 20 0 &7 68

Figure 171 Example of the Group Set editing page

e Group Set Name - the name of the group set as it appears in the hierarch column. You can edit this name as
required.

e Filter - if you wish to use a filter expression instead of matrices, click the ... button and create the expression
here (go to How to Create an Expression on page 149 for more information).
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e Custom code field(s) - these are created in the Custom Code field in the Sub Samples editing page (go to
The Sub Samples Folder Editor Page on page 151 for more information).

e Group List - the list of groups in the Group Set. Click Add Group to create new groups (go to How to Create
a New Group Set on page 156 for more information).

7.1.4.5. Procedures in the Sample Definition Tab

Note: Double-click on an item in the hierarchy or right-click on it and select Edit, to open the item’s editor
page.

7.1.4.5.1. Adding a Matrix List

A panel can have a large number of matrices available for use. When you are setting up a group of sub-samples you
may only need a small selection of the available matrices. Use the Matrix List functionality to build a “short list” of the
matrices that are to be available for the sub-samples. These matrices will then appear in the drop-down list beside the
Matrix field on the sub-sample editor page.

To add a matrix to the drop-down list, click the Add Matrix button and select the required matrix from the full list.

7.1.4.5.2. Adding a Custom Code

You can define one or more variables for which you can specify values in the Sub-Sample and Group levels. When
you add a custom code, it appears in the sub-sample / group window with the name you have given it. If you add
values to both the Sub-Sample and Group levels, then the Group level takes precedence.

To add a Custom Code:

1. Inthe Sub Samples Editor page (go to The Sub Samples Folder Editor Page on page 151 for more
information), click the Add Row button for the Custom Code field.

A new row is added to the Custom Code list.
2. Type a name for the code into the Name field.

Note that the name must include only alpha-numeric characters - no special characters or space.
3. Click Save.

The new Custom Code will now appear in the Sub Sample Editor page (go to The Sub Sample Editor Page on
page 152 for more information)

7.1.4.5.3. Adding a Global Custom Code
You can define a variable and a value that will be given to all panelists who are selected for the sample file.

Type in the name for the global code and give it a value. If you wish to add more codes, click the Add Row button.

7.1.4.5.4. How to Create a New Sub Sample

Note: A rule that creates BitStream files from the panel database must be created before sub samples can be
created (go to How to Create a New Rule on page 101 for more information). For this rule, the Source must be
Panel Database, the Target must be BitStream, and SurveyStatus must be selected in the Survey History
Variables field.

1. Click onthe Sub Sample icon after which you wish to create the new sub sample.
2. Click the right mouse button.

The right-click menu opens.
3. Click Add Sub Sample (After).

A new sub sample is created after the current sub sample, and its details window opens as shown in the figure
below.

4. Type the name for the sub sample into the Name field, and fill in the remaining details as appropriate (the
Total Target must be specified).
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5. Click Save to save the new sub sample.

Note: You can also select Duplicate from the right-click menu to make a copy of the currently selected Sub
Sample and its underlying Group Sets.

Save

Sub Sample Name

|I:I'IE'.".|' sub sample) |

Selected Matrix | V| Manage available matrices

Cellweight | Mo Matrix selected V| =]
Original Cellweight | Mo Matrix selacted v| @
Discard default group D @

from final sample

Filter E] =)

Total Target | | @
Default Code |5555 | @
Custom Codes Manage custom codes

Figure 172 Example of a sub sample editor page

7.1.4.5.5. How to Create a New Group Set

The Group Set function allows you to create a number of groups with similar characteristics. Each Sub Sample in the
hierarchy can contain any number of Group Sets, and each Group Set can contain any number of groups. Once a
group set is created you can edit the characteristics for each group individually.

1. Inthe hierarchy column, right-click the Sub Sample into which you wish to add a new Group Set, then from the
right-click menu select Add Group Set (Below).

The Group Set Editor page opens.
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1.
2.

E Save }( Fermove Group Generate Group

Group S5et
Nane

Expression E]
@ Move Up '@ Maove Down

I:l Percent Target Code 'z'

] ] ] ]

|(new group set) |

Page 1

0 of 1 sclectad.

Figure 173 The Group Set Editor page

Type the desired name for the new group set into the Group Set Name field.

Click Save to save the changes and apply the name.

Note: The new Group Set already contains one undefined group. If you only require one group in the Group
Set then you need only to fill in the details for this group. In this case, click in the data fields under Target and

Code and type in the appropriate details — see below for the field descriptions.

3.

If you wish to create more groups, click Generate Group.

The Generate Groups window opens.

Generate Groups

Generabe Groups

Genearate ﬁ Claze

NMumber of Groups |5 |

Group Start Code |10 |

Group Increment | =1 |

Percent |:|

Target 200 |

Figure 174 Example of the Generate Groups window

4. Fillin the details. The fields are as follows:

oNumber of Groups — the number of groups you wish to create in this operation.

o Group Start Code — each group should have a code humber. The number series will be created
automatically but the system needs to know where to start. Type in here the first code number to be used.
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oGroup Increment — The code numbers can be set to increase in increments, for example in steps of 10 (10,
20, 30 etc.). Type the required increment in here.

o Percent — if you want to use a percentage of the total number of suitable people found by the filter instead of
a set number, check this box. See also Target below.

o Target — the total number of people you want to have in the group, or the percentage of the total number of
people found by the filter. For example, if the filter finds 500 suitable respondents for the group and you
type in 50 here, the system will randomly pick out 50 people. If you type in 50 here and also check the
Percent box then the system will randomly pick out 50% of 500 = 250 people.

5. Click Generate to create the new groups.

The new groups are added to the Group Set list.
6. Click Save to save the changes.

The figure below shows the Group Set editor page with the new groups created according to the parameters
set in the Generate Groups window in the previous figure.

Save }( Rermove Sroup Generate Group

Group Set Mame Group Set 271

Expression E]

ﬂ' Maove Up {} Maove Down

[] Percent Target Code
] ] 200 10
] ] 200 15
] ] 200 z0
] ] 200 25
] ] 200 20

Figure 175 Example of the new groups

You can edit the group details as required. Click in the data field and make the necessary changes. On completion,
save the changes.

7.1.5. The Sample File Fields Tab

When a person first agrees to make themselves available as a potential panelist, a lot of details about that person are
registered into a database. The database is constructed as a table of rows and columns where each row contains the
details of one person and each column contains the answers provided for one particular question.

The end product of the panel selection process is a text file containing a sample of the database table rows (panelists’
details) as defined by the exclusion and selection criteria.

Some information, such as the panelist’'s ID number is always included by default. However you can use the Sample
File Fields tab to specify which other columns of information about the selected panelists are to be included in the text
file. The columns included here will define the contents of the results tables that will be available after the survey is
completed. To add columns:

1. Inthe Available Fields list, select the columns you wish to add by clicking in the boxes beside the name.
2. Click Add.

The selected columns are moved to the Selected Fields area.
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Click Add All to add all of the columns without having to select them individually. In the Selected Fields area,
select a column and click Remove to return it to the Available Fields list.

Job Information || Exclusions | Filter | Sample Definition | Samele File Fields | Execution | Reporting

| (L1 Specify vhich columns of panelist-information to includs in the s=mpls file. |
U search b add add Al view U gesrch ¥ Remove Remove Al iew
[/ Field Name 2 | O Field name « Field Type =]
| | | | | |
[ activated ) age Template L]
[ active browser Template
address_city browserversion Template
[] =ddress _post carbrand Template
age carovmer Template
[] =g=_groups children Template
[] answer_rate country Template
appliances cradits Template
booked degree Template
[] brovser dogowner Template
[ browserversion email Template
[] carbrand ampstatus Templats
[] carowner firstname Template
[ <hildren gendar Templats
[] country GroupNumber System
[ credits houssholdsize Templats
[ dateotbirth v housing Template “w
4 of 50 selected, Page 1 | 0 of 32 selected, Pags 1 b

Figure 176 The Sample File Fields window

7.1.5.1. The Sample File Fields Tab Toolbar

The toolbar for the Sample File Fields tab is as shown below.

Available Fields Selected Fields (Template: Template1_P1)
4 search | dk Add | add All| view 4 search| X Remove Remave all| View | All Fields v
! Field Name 2 | ! Field Name = Felz Toes &

Figure 177 The Sample File Fields toolbar

e Search — starts the search function.

¢ Add - moves selected fields from the Available Fields list to the Selected Fields list.

e Add All — moves all the available fields from the Available Fields list to the Selected Fields list.
e Field Type — select the field type you wish to use. The options are:

e Panel fields — the fields pre-defined by the panel.

o External fields — additional fields made available by uploading a matchfile.txt file (go to How to Upload a File
on page 135 for more information).

e Check box —click in a check box to select the associated field. The uppermost check box selects all the fields.
e Field name — the header for the list of fields in the column.
e Remove — removes selected fields from the Selected Fields list.

e Remove All —removes all fields from the Selected Fields list.
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e View - select from the drop-down list the field type you wish to view.
7.1.5.2. Procedures in the Sample File Fields Tab

7.1.5.2.1. How to Add Fields to the Selected Fields Column
1. Inthe Available Fields column click in the check boxes to select the desired fields.
Selected fields are shaded blue for easy identification.

2. If for example the majority of fields are required, click in the check-box immediately below the Search button to
select all the fields, then use standard Windows techniques and deselect those that are not required.

3. Click Add.

The fields are moved to the Selected Fields column.

4. Click Add All to move all the fields to the Selected Fields column.

7.1.5.2.2. How to Remove Fields from the Selected Fields Column

1. Inthe Selected Fields column, click in the check box to select the field you wish to remove.

Selected fields are shaded blue for easy identification.

2. Click Remove.

The fields are moved to the Selected Fields column.

3. Click Remove All to return all the fields to the Available Fields column.

7.1.5.2.3. Searching for Field Names

If the Available Fields list is extensive, you may wish to perform a search to locate the field name or names you are
looking for. Proceed as follows:

1. Type an appropriate combination of characters into the Field Name data field. Wildcards are not necessary.
2. Click Search or press the Return key on your keyboard.

Confirmit will find and display all the instances of that combination of characters that are to be found in the
Available Fields column.

For example if you type Zip into the field and click Search, Confirmit will find all fields with the word Zip
anywhere in the field name. Note that you do not need to type in complete words. For example, type Il into the
field and click Search to find all fields with Il anywhere in the name.

If after typing in the first search criteria the list is still long, you can perform a search through the first set of
results by repeating the procedure.

3. Once you have found the required field, click in its check box on it to select it, then click Add.

The selected field is moved from the Available Fields column to the Selected Fields column.

Note: You can select as many fields as you wish.

To remove a field from the Selected Fields list, click in its check box to select it and then click the Remove
button. The field is returned to the Available Fields list.

4. On completion, click Save to save the changes.

| Note: The Save button flashes while the system contains changes that have not yet been saved.

7.1.6. The Execution Tab

Once you have set up all the selection criteria for the job, the job must be executed. This is done via the Execution
tab.

To access the Execution tab, go to the Sample Management > Current Job menu command.
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Job Information || Exclusions | Filter | Sample Definition | Sample File Fields | Execution | Reporting

| Save Execute Job Rermowe Job From Panel

Job Status Approved
Mailing Date 01 September 2010
Preapproved

Disregard in Future Date Exclusions
Incidence Rate (%h) 100 =]

Completion Rate (%) 100 =

Preview Target(s)

Rebuild Sample File Rermowve Run From Panel Upload ©hange Mailing Date Sarmple File Preview Add Test Panelists Export Sample File Generate Sample Fill-In

Run Created Creatad By Mailing date | Panel Updstad | Uploadad Status Outgo/Exp. Return | Actual Return | Augment OF &
O1 01/09/2010 olea_pros 01/05/2010 Yes = Approved 501

Figure 178 The Execution tab

The Execution tab contains two main areas:

e The Job Execution area - run the job you have set up in the other tabs.
e The Job Runs area - manage the runs that have been performed.

The procedures available on this tab include the following:

e You can test the job settings by performing a dummy run (the database is not updated and the panelists are
not reserved).

e You can perform a “real” sample selection procedure with or without final reports.

e You can define when you want the execution job to be performed, and whether or not you want the job to be
repeated at specified intervals.

Once the job has been executed, you can also:

Upload the sample file into a project (go to How to Upload the Sample File on page 174 for more information).

e "Undo" the sampling operation and return to sample to the panel (go to How to Remove a Run from the Panel
on page 172 for more information).

e Change the mailing date (go to How to Change the Panel Mailing Date on page 176 for more information).

e View a snapshot of the panelists in the sample (go to After the Job has been Executed on page 172 for more
information).

e Add test recipients (Tester Templates) (go to Tester Template List on page 216 for more information).
e Export the sample file (go to How to Export the Sample File on page 176 for more information).

e Generate "Sample Fill-In". If a run does not find the required number of panelists using the specified weight
set, this executes a new run for which weights are recalculated to generate the required sample (go to How to
Generate Sample Fill-in on page 172 for more information).

7.1.6.1. The Job Execution Area
This area shows general information about the job.
The toolbar contains a number of buttons and the area contains two check boxes.
e Save - saves changes to the tab. The button flashes while the tab has unsaved changes.

e Execute Job — starts the job execution process. Once the job is executed for the first time, additional buttons
become available (go to After the Job has been Executed on page 172 for more information).
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Note: Once you have clicked the Execute Job button, it is deactivated while the job is running. This is to
prevent “multiple-clicking” and the job being executed several times by mistake.

Remove Job From Panel - click here if you have performed a number of sampling tasks and updated the
panel, but then wish to "undo" ALL the panel updates (go to How to Remove a Job from the Panel on page
173 for more information). This will free-up the panelists selected for the samples so they are available for
other projects/samples. Note that this action removes ALL the runs from the panel. To remove one specific run
use Remove Run From Panel in the Job Runs area of the tab (go to How to Remove a Run from the Panel on
page 172 for more information).

Preapproved — Confirmit can be set up by the system administrator such that an executed job must be
approved by the user’'s manager before it can be mailed. Check this box if you wish to avoid that procedure,
for example for testing purposes.

Disregard in Future Date Exclusions — check this box if you do not want the panelists selected by this job to
be excluded from future samples by the time limits set in the Exclusions tab. Use this for example if you want
to send an information email to a group of panelists without affecting their validity to be selected for future
guestionnaires.

Incidence Rate % - here you can set the percentage of the panelists who receive the invitation to participate
in the survey, who you expect will not be screened for some reason. l.e. the percentage who start to reply to
the survey. For example, an Incidence Rate of 80% means that you expect 20% of the panelists to be
screened. The value will be taken into account when the number of panelists selected for the sample is
calculated.

Completion Rate % - here you can set the percentage of the panelists who start to reply to the survey, who
you expect will actually complete the survey. For example, an Completion Rate of 80% means that you expect
80% of the panelists who start answering the survey to actually complete it. This value will be taken into
account when the number of panelists selected for the sample is calculated.

7.1.6.2. The Job Runs Area

The Job Runs area for the Execution tab displays the details of the sampling jobs that have been run.

The jobs are listed in the order they were performed with the most recent jobs at the top of the list. In the event the list
is extensive, it will be divided into pages with 30 jobs on a page.

The area has the following buttons:

Rebuild Sample File - regenerates the sample file to include new columns, but without selecting new
panelists. A task pane opens to provide information while the recreation task progresses. On completion, click
OK to return to the Execution tab. The Rebuild Sample File button is only available once the job has been
executed. This could be used for example if you have created an sample file but need to add or change
variables.

Remove Run From Panel - click this button in the event you have performed a sampling task and updated
your panel but then wish to "undo” the sample selection (go to How to Remove a Run from the Panel on page
172 for more information).

Upload - click to upload the sample file to a project (go to How to Upload the Sample File on page 174 for
more information).

Change Mailing Date - change the mailing date for the project (go to How to Change the Panel Mailing Date
on page 176 for more information).

Sample File Preview - provides an overview of the first 10 panelists in the sample file so you can check that
the file is correct.

Add Test Panelists - add test respondents to the database (go to How to Add Test Panelists to the Database
on page 176 for more information).

Export Sample File - once you have created the sample file you can export it to another server or project (go
to How to Export the Sample File on page 176 for more information).
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7.1.6.3. Procedures in the Execution Tab

7.1.6.3.1. How to Execute a Job

When executing a job you have several options available to you:

You can test the settings by performing a dummy run (the database is not updated and the panelists are not
reserved).

You can perform a “real” sample selection procedure with or without final reports.

If you create a sample file you can specify whether it is to be uploaded automatically into a project, and if so,
which project.

You can define when you want the execution job to be performed, and whether or not you want the job to be
repeated at specified intervals.

Proceed as follows (note that the process is divided into sections depending on the selections you make):

1.

In the Current Job > Execution tab, check the details presented on the tab and make the appropriate
settings.

In the Job Execution (upper) section, click Execute Job.

The Execute Job Properties dialog box opens as shown below. Use the options in this dialog to select the
desired type of result.

Update Panel [¥]
Generate Sample File [¥]
Comment

: Upload Sample

Existing Project

New Project

Start Time ASAD -

Cancel Finish

Figure 179 The Execute Job Properties dialog box

Update Panel — ensure this box is checked if you wish to create a sample and update the database. This
action will reserve the selected panelists for the job, ensuring they cannot be used for other jobs during the
exclusion periods.

Click in the box to deselect it if you wish to perform a “dummy-run” of the sample selection process. Confirmit
will then apply all the expressions and exclusions, will check the system setup, and will present a report with
all the appropriate information, but no changes will be made in the database and the panelists will not be
reserved. Use this to test the job setup to ensure you get the required panel. You can perform as many dry-
runs as you wish.

Note: If you execute the job with the Update Panel option selected, you can remove the panelist reservations
from the database afterwards. To do this, click the Remove Job from Panel button that appears in the tab’s
toolbar.

- 163 -




Confirmit 21 Professional and Standard Panels User Guide Confirmit Confidential

e Generate Sample File — ensure this box is checked if you require the sample file (the list of panelists reserved
for the job) to be created. Note that you cannot Upload the sample if the sample file is not created.

Note: If you select to generate the sample file but not to update the panel database, then Confirmit will have
no record that the selected panelists have been involved with this job. These same panelists may then be
included in later jobs, and will not be excluded automatically by date and/or category.

Note: When the sample file is generated, each panelist is assigned a random mailcode value from 0 to 9. This
code is used to determine which batch the panelist is to be included in for email invitations and reminders.
When the number of batches is selected, the panelists are divided amongst the batches according to their
mailcode value. If only one batch is to be used, the mailcode value is ignored and all panelists in the sample
file are included. If for example the number of batches is set to 2, then panelists with mailcode values 0, 1, 2,
3 and 4 will be allocated to the first batch and those with values 5, 6, 7, 8 and 9 to the second batch. If the
number of batches is set to 10, all panelists with mailcode 0 will be in the first batch to be sent, all panelists
with mailcode 1 will be in the second batch to be sent etc.

e Comments — type any comments into the free-text data field.

e Upload Sample - check this box if you wish to upload the resulting sample file directly into a project. When
checked, the two options below are activated. Note that if you select this option you must click Next and then
make further selections (go to The Upload Sample Properties Page on page 167 for more information).

o Existing Project - select this option if you wish to upload the sample file to an existing project.
o New Project - select this option if you wish to upload the sample file to a new project.

e Start Time — specify the time when the task is to commence. Click the down arrow to open a drop-down list of
the options available:

0 ASAP - start the job as soon as possible. The job will be queued behind any other jobs awaiting processing
in the database, and will be run as soon as the processor is available.

o Schedule for later execution — select this option if you want to run the job execution procedure at a later
time. If this option is selected, when you click OK, a dialog opens in which you can set the required time
and date for the procedure to be run, and whether you want the job to be repeated. See the next section
for details.

3. Select the required options and click Next or Finish as appropriate.

If you have selected to upload the sample, when you click Next the Upload Sample Properties page opens (go
to The Upload Sample Properties Page on page 167 for more information). If you have not selected to upload
the sample, when you click Finish the sample selection task begins as defined by the specified Start Time.
While the task is running a Progress and Information window is displayed to keep you informed of progress, as
shown in the example below.

|@ Back

Task Id Name Status Sampllng - Execute Job

4089551 Sampling - Execute Jobs Error L |
0% 25% 50% 75% 100%
Task Id: 4089551
Status: Aborted by system
Assigned server: S88813-UKBATCH1
Schedule: 28/08/2008 09:14:07
Start Time: 28/08/2008 09:14:09
End Time: 28/08/2008 09:14:11

Elzpsed Time: 00:00:02

(10:14:09) Initiating task: Sampling - Execute Job
({10:14:10) Starts building aggregated Sampling Matrix...
(10:14:10) Starts BitStream generation...

(10:14:10) Deploying BitStream files...

(10:14:10) Deploying BitStream files...

(10:14:11) Using Bitstream datascource: 'all’

(10:14:11) Starts concurrent balancing of samples...

Figure 180 Example of the Execute Job task information page
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The task may take some time depending on the size of the panelist database and the exclusion criteria set.
When the Execute function is completed, the text "Task Complete" appears at the bottom of the task list.

3.  When the task has completed, click the Back button (see the figure above) to return to the Execution tab.

Once the task is complete, if the sample file has been created, you can upload the file into a Confirmit project. In this
case, an Upload button appears in the Job Runs (lower) section on the Execution tab (go to How to Upload the
Sample File on page 174 for more information).

Note: Unless the Preapproved box on the Execution tab has been checked, the sample list you have created
will now need to be checked and approved by a manager. The manager’s Confirmit access will have been set
up by the system administrator, and when the manager logs on and opens the job, the Execution tab will have
two additional buttons; Approve and Decline. The manager will check the sample list and then click the
appropriate button.

7.1.6.3.2. How to Set the Execution Time/Date for a Job

You may want a job to be executed at some time in the future. Confirmit allows you to input a time and date for the job
to be executed, and define whether or not the job is to be repeated at intervals. Here you can also stop a job that has
already been input, or reset it to start as soon as possible. Proceed as follows:

1. Inthe Execute Job Properties dialog box, go to the Start Time drop-down menu and select Schedule for later
execution.

2. Click OK.

The Execute Job page opens at the Recurrence tab.

Definition Recurrence Parameters Instances

New Start Time O Disable task (clear queus]

O asap
® [12:00 |[os/0z/2008 [

Recurring Task Mo |W

Save Cancel

Figure 181 The Recurrence tab

The options are as follows:

oDisable task — select this radio button and click Save to disable the selected task. The task will not then run.
The task is not deleted; you can access it later and restart it.

0 ASAP - select this radio button and click Save to run the task as soon as possible.
oTime and date fields — set a time and date for when the task is to run, then click Save.

oRecurring task — click the down-arrow and select Yes if the task is to recur. Additional options then become
available in the dialog box. See the next section for further details.

When you save the settings, the Recurrence tab changes to show the selected settings.
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Recurrence I Parameters ” Instances |
Recurrence parameters saved

Current Settings Initial Start Time: 06/02/2008 12:00:00

Figure 182 Example of the Recurrence tab when settings are saved

7.1.6.3.3. How to Set Up Recurring Tasks

You may want a job to be repeated one or more times during a defined period. If so, proceed as follows:

In the Recurrence dialog (go to How to Set the Execution Time/Date for a Job on page 165 for more
information), click the down-arrow beside the Recurring Task field and select Yes.

The dialog expands to display additional parameters — see the figure below.

Definition Recurrence I Parameters || Instances |

New Start Time 'C} Disable task (clear queus])

{:} ASAR

® |12:00 ||os/oz/z008 |2
Recurring Task

End By 31/12/2008 | &)
Recurrence pattern type Monthly

Monthly schedule Day IEI of every IEI manthis])

| Save || Cancel

Figure 183 The dialog with the Recurrence function activated

In the New Start Time fields, set the time you want the first job execution to be performed.

In the Recurrence Pattern Type field, click the down-arrow and select the basic recurrence rate (hourly, daily
etc.).
The “Schedule” area below changes depending on the selection made here. In this area:

o For hourly recurrences, type in the rate. For example, if you want the job to be executed every 4 hours, type
4 into the box. The job will be first executed at the date and time set in the New Start Time fields, then will

be repeated every four hours.

o For daily recurrences, type in the rate. For example, if you want the job to be executed every 3rd day, type 3
into the box. The job will be first executed at the date and time selected in the New Start Time fields, and
will be repeated every third day.

o For weekly recurrences, type in the rate and select the days of the week on which you want the job to be
executed. For example, if you type 2 into the first box and click in the Monday and Friday boxes to select
them, the job will be executed every second week; the first time on the Monday, the next time on the
Friday, the next time on the Monday and so on.
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o For monthly recurrences, type in the day of the month and the rate. For example, if you want the job to be
executed on the 10 day of every second month, type 10 into the Day box and 2 into the Month box.

4. In the Range of Recurrence fields, set the end-date and time for the recurrences. No recurrences will be
performed after this date and time.

5. Click Save to save the settings.

The Recurrence tab changes to display the settings.

Cefinition Recurrence Parameters Instances

Current Settings Initial Start Time: 06/02/2008 12:00:00
Pattern: Maonthly
Interval: Every 1 month(s)
Range: 31/12/2008

Hext scheduled ocurrences 0&6/02/2008 12:00:00

01/03/2008 12:00:00
01i/04/2008 12:00:00
01/05/2008 12:00:00
01i/06/2008 12:00:00

Change

Figure 184 The Recurrence tab showing an example of recurring settings

| Note: If you go out of the dialog before saving the settings, the settings will revert to their default values.

Once you have saved the settings, you can go back at any time to change them or halt the task. To do this, click
Change(go to How to Change the Execution Settings on page 171 for more information).

7.1.6.3.4. The Upload Sample Properties Page

The Upload Sample Properties page is where you select the project to which the sample is to be attached. When
executing a job (go to How to Execute a Job on page 163 for more information), if you select the Upload option and
click Next in the resulting dialog, the Upload Sample Properties page opens as shown below.

Note: If the sample contains text variables that are longer than 255 characters, those variables will be
truncated automatically to 255 characters when they are uploaded to the survey.
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| (£] Mote! Text variables longer than 255 characters vill be automatically truncated upon upload to the survey.

Upload Sample Properties

Project Id | || select project |
Comment | |
Test Database F
Email Sample Email Reminder
Email Email Reminder

Mailing Date 21/10/2008

Mailing Time

Override for Sub Samples

Cancel || < Back || Nesxt = || Finish |

Figure 185 The Upload Sample Properties page

1. Click Select Project.
The Project List window opens.
2. Select the required project from the list and click OK.

The window closes and the selected project Id is added to the field. Note that in the event the list is extensive,
you can search for the required project using the various search criteria available.

Type a comment into the Comment field as required.

4. Click in the Test Database box to select it if you wish to attach the resulting panel to the project's Test
database.

If the selected project contains an email, when you select the Email Sample box the email properties become
active.
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Project Id po991725 Select project
Comment Testrun 1
Test Database
Email Sample Email Reminder
Email el |w Email Reminder el ¥
Mail Date 19/01,/2008 Days to Reminder
Mailing Time 00:00 |
Number of Batches 1

Hours Between Batches |0

Owverride for Sub Samples

Sub Sample Hame Email Reminder Email
(mew sub sample) Default % Default
Cancel = Back Mext = Finish

Figure 186 The Upload Sample Properties page with the email section active

Email - if the project includes more than one email, click the down-arrow and select from the list the email that
is to be used. Note that any email nodes used in the panel will also be available here.

Mail Date - the date on which the email is to be sent (go to How to Set the Mailing Date on page 141 for more
information).

Mailing Time - the time at which the email is to be sent. If a large number of emails are to be sent and the
transmission is divided into batches, this is the time the first batch is sent.

Number of Batches - if a large number of emails are to be sent and you wish to divide the transmission into
batches, type the number of batches here.

Hours Between Batches - specify the number of hours between each batch of emails that is to be sent.

Email Reminder - if you wish to send a reminder email to those panelists who do not respond to the
guestionnaire, check the box. The two options then become active.

Email Reminder - if the project includes more than one email, click the down-arrow and select from the list the
email that is to be used.

Days to Reminder - type in the number of days after which the reminder email is to be sent.

Make the settings as required.

If you have several sub-samples and you wish to send different emails to different sub-samples, check this
box. The Sub Sample list below becomes active. Here you can select the primary and reminder emails for
each sub sample.

On completion, click Next.

The Augment Sample Properties page opens (go to The Augment Sample Properties Page on page 170 for
more information).
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7.1.6.3.5. The Augment Sample Properties Page

When you click Next on the Upload Sample Properties page (go to The Upload Sample Properties Page on page 167
for more information), the Augment Sample Properties page opens as shown below.

Use the Augment Sample functionality to ensure you receive the required number of completes to your questionnaire.
If for example you need 1000 completes, you will probably start by creating a sample of 1000 panelists. However
there is a good chance that not all of the panelists will reply, leaving you with perhaps only 600 completes. You can
therefore set up the Augment functionality such that after a specified period, additional samples are created so that
you will receive the desired total of 1000 completes.

The Augment functionality will wait a specified period (Days to First Augment) after the initial mailing date, and then
count the number of completes that have been returned by the original sample. It will then check whether that number
is within the Augmenting limits (Lower and Upper Limits), and if so will select a new sample calculated to provide the
required "top-up" of completes. If the Number of Augments is set to anything other than 1, the system will then wait a
further specified number of days (Days Between Augments), before repeating the process. The process will be
repeated until either the required number of completes is received or the specified number of augments is performed.

Schedule Augments

Days Between Augments Number of Augments i
HNew Target Factor (%) =) Lower Limit to Run Augment (%) |0 =)
Days to First Augment Upper Limit to Run Augment (%) | 100 =]
Sub Sample Name Total Target Target for Calculating Diff
(new sub sample) 50 (=]
Cancel < Back

Figure 187 The Augment Sample Properties page

o Days Between Augments - the number of days that are to elapse between each augmenting task.
e Number of Augments - the number of augmenting tasks that are to be run, if required.

e New Target factor - the factor in percent by which the difference between the original total target and the
actual return is multiplied. The calculation will be run for each sub sample, and the new total target will be
distributed to the groups according to the original ratio. The calculation is: New Total Target = (Total Target -
Actual Return) * New Target Factor

e Lower Limit to Run Augment - the percent difference between the original target and the actual return must
be higher than this limit for the augment to run. The limit is per sub sample.

e Days to First Augment - the number of days after the mailing date when the first augment task is to run.

e Upper Limit to Run Augment - the percent difference between the original target and the actual return must
be lower than this limit for the augment to run. The limit is per sub sample.

e Target for Calculating Diff. - the target used for calculating the difference between the target and the actual
return instead of the original total target. The calculation is:
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New Total Target = (Target for Calculation Diff - Actual Return) * New Target Factor.

7.1.6.3.6. How to Change the Execution Settings

Once a job execution task is set up and activated, the job will be listed in the Tasks list. If you wish to make changes
to the task, execution time or recurrence sequence, proceed as follows:

1. Inthe Quick Access pane, go to the Tasks menu command.

The Tasks window opens listing all the tasks that are scheduled to run, with the task to be performed first at
the top.

Note: The list will include tasks for all projects to which you have access. To restrict the list to the tasks for
one project, type the project ID into the appropriate search field and click Search (go to The Project Tasks
Page on page 31 for more information).

Scheduled | Executing || Complated || Aborted || Recurring || Search |

) search| X pisable Motify| TaskType| 00 | company] 0 | Recuning Report Humbar |
[]| Task 1d User Id Project Id Task Type Schedule - Delay Company Comment =)
| || I |

[ ios1s7 nigelb p2704297 Sampling - Execute Job 06/02/2008 11:00:00 Confirmit ASA

D 108161 nigelb pP2TF04237 Sampling - Execute Job 06/02/2008 12:00:00 Confirmit ASA

[ tosiss nigelb p0314692 Rule Executor 01/03/2008 10:54:14 Confirmit ASA

D 52101 rodrigov p0357042 Data Import 05/04/2008 12:36:36 Confirmit ASA

|_| 56333 lukaszw pP2170443 Batch Emailing - Fixed Domain 22/11/2010 15:00:00 Confirmit ASA

Figure 188 Example of a Task List

2. Click the blue Task ID link for the task you wish to change.
The Execute Job window opens for that job, showing the instances for the job.
3. Go to the Recurrence tab, and click Change.

The tab changes to show the current details of the job.

Sampling - Execute Job

Recurrence I Parameters ” Instances |

Hew Start Time

{:} Disable task (clear queus)
@F’.Eﬁp
O |oo:00 ||os/0z/2008 | E

Recurring Task

End By 31/12/z008 E
Recurrence pattern type Monthly |

Monthly schedule Oiay of avery monthis)

| Save || Cancel

Figure 189 The Execute Job > Recurrence tab ready for changing
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Here you can make the required changes to the job (go to How to Change the Job Schedule Settings on page
211 for more information).

4. On completion, click Save to save the settings, then click Close Window to return to the Task list.

7.1.6.3.7. How to Generate Sample Fill-in

If a run does not find the required sample using the specified weight set, you can execute a "topping-up" run for which
weights are recalculated automatically to generate the required total sample. The new weights are calculated based
on the difference between the specified target and the outcome of the previous run.

1. On the Execution tab > Job Runs list, select the run you wish to top-up.
2. Click Generate Sample Fill-in.
A confirmation window opens.

[ g

<P Generate Sample Fill-Inn will do the Following For the Sub Samples used by this run;
-
- Calculate a new target,
- Create a new weight set, where weights are calculated based on the difference between the target and outcome per segment of the selected run,

- Apply new weights to Sub Sample

Do wou wank ko conkinue?

ok l [ Zancel

Figure 190 The confirmation window

3. Click OK to continue.

The sub-sample target is changed to what is missing from the original sample, the sub sample weights are
changed to ensure the required sample is achieved, the matrix used by the sub-sample is given new weights
and the weight targets are updated. The job is then run and the sample will be completed.

7.1.6.3.8. How to Delete a Job from the Execute List

Once a job is scheduled for execution it will be listed in the Scheduling window. Go to this window to delete a job
before it is executed (go to How to Abort Execution of a Sampling Job on page 211 for more information)

7.1.6.4. After the Job has been Executed

Once a sampling job has been executed, the basic details of the job are presented in the Job Runs list in the lower
part of the Execution tab (go to The Job Runs Area on page 162 for more information). A number of procedures and
operations can be performed from the Job Runs area. These are described in the following sections.

The reports generated for the various jobs that have been run are accessible through the Reporting tab (go to The
Reporting Tab on page 178 for more information).

7.1.6.4.1. How to Remove a Run from the Panel

In the event you have performed a sampling task and updated your panel, but then wish to "undo" the sample
selection, proceed as follows:

Note: This procedure will remove a selected run from the panel. To remove all existing runs from the panel,
use Remove Job From Panel in the Job Execution area of the tab (go to How to Remove a Job from the Panel
on page 173 for more information).

1. Inthe Job Runs area in the lower part of the Execution tab, click on the Run Number for the sampling run you
wish to cancel.
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2. Click the Remove Run From Panel button (located in the Job Runs area).

The Remove Sample dialog opens.

Repost Sample D

Comment

Start Time ASAP o
ol

Figure 191 The Remove Sample dialog

e Repost Sample - you may wish to update the existing sample. Check this box to delete the existing sample
and then automatically re-run the task. If you check this box, you can then select the time when the repost is to
occur.

e Comment - type a comment into the field as required.

e Start Time — specify the time when the task is to commence. Click the down-arrow to open a drop-down list of
the options available:

0 ASAP - start the job as soon as possible. The job will be queued behind any other jobs awaiting processing
in the database, and will be run as soon as the processor is available.

o Schedule for later execution — select this option if you want to run the task at a later time. If this option is
selected, when you click OK, a dialog opens in which you can set the required time and date for the
procedure to be run, and whether you want the job to be repeated.

3. Make the required selections and click OK.
The task is run as specified.
4. On completion, click the OK button to return to the Execution tab.

If you selected Repost Sample, once the Repost operation is completed then the Panel Updated column will
show No for the selected run.

7.1.6.4.2. How to Remove a Job from the Panel

In the event you have performed a number of sampling tasks and updated your panel, but then wish to "undo” ALL the
sample selections, proceed as follows:

Important

This procedure will remove all the runs from the panel. To remove one specific run, use Remove Run From
Panel in the Job Runs area of the tab (go to How to Remove a Run from the Panel on page 172 for more
information).

1. Inthe Job Execution area in the upper part of the Execution tab, click the Remove Job From Panel button.

The Remove Sample dialog opens.
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Repost Sample |:|

Comment | |

Start Time | ASAP v|

Figure 192 The Remove Sample dialog

e Repost Sample - you may wish to update the existing samples. Check this box to delete the existing samples
and then automatically re-run the tasks. If you check this box, you can then select the time when the repost is
to occur.

e Comment - type a comment into the field as required.

e Start Time — specify the time when the task is to commence. Click the down-arrow to open a drop-down list of
the options available:

0 ASAP - start the removal task as soon as possible. The task will be queued behind any other tasks awaiting
processing in the database, and will be run as soon as the processor is available.

oSchedule for later execution — select this option if you want to run the task at a later time. If this option is
selected, when you click OK, a dialog opens in which you can set the required time and date for the
procedure to be run, and whether you want the job to be repeated.

3. Make the required selections and click OK.
The task is run as specified.
4. On completion, click the OK button to return to the Execution tab.

If you selected Repost Sample, once the Repost operation is completed then the Panel Updated column will
show No for the selected run.

7.1.6.4.3. How to Upload the Sample File

Once you have created the required sample file, if it is not uploaded to the project automatically when it is created (go
to The Upload Sample Properties Page on page 167 for more information) then it must be uploaded "manually”. To do
so, proceed as follows:

1. Inthe Execution tab's Job Runs area, select the run you wish to upload to your project.
2. Click Upload.

The Upload Sample Properties dialog box opens.

Upload Sample Properties

{(*) Existing Project

() New Project

Start Time | ASAP v |

Cancel || || Naxt > Il |

Figure 193 The Upload Sample Properties dialog - 1
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e Existing Project - select to upload the sample file to an existing project.
e New Project - select to create a new project and upload the sample file to it.

3. Select the start time for the job and click Next (go to How to Set the Execution Time/Date for a Job on page
165 for more information).

The dialog changes to that shown below. Note that if you have selected to upload to a new project, the field
layout will be slightly different.

Project Id | || select project |

Comment | |

Test Database [F]

Email Sample

Cancel ” < Back || || Finish I

Figure 194 The Upload Sample Properties dialog - 2

e Project ID —the ID number of the project into which you wish to load the sample file.
e Comment — free text field for general comments.

e Test Database — check to load the data file into a test database such that you can test the survey.

2. Inthe Project ID field, write the ID number of the project into which you wish to load the sample file, and make
the other settings as required.

3. Click OK.

The file containing the details of the selected panelists is loaded into the selected survey. While this is
happening, a task list and progress bar is displayed on the screen. On completion, an OK button will appear at
the bottom of the task list.

4. Click OK to return to the Job Information page.

The Sampling job is now complete. Refer to the Confirmit Authoring User Guide for further information on
survey creation.
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Note: When the sample file is generated, each panelist is assigned a random mailcode value from 0to 9. This
code is used to determine which batch the panelist is to be included in for email invitations and reminders.
When the number of batches is selected, the panelists are divided amongst the batches according to their
mailcode value. If only one batch is to be used, the mailcode value is ignored and all panelists in the sample
file are included. If for example the number of batches is set to 2, then panelists with mailcode values 0, 1, 2,
3 and 4 will be allocated to the first batch and those with values 5, 6, 7, 8 and 9 to the second batch. If the
number of batches is set to 10, all panelists with mailcode 0 will be in the first batch to be sent, all panelists
with mailcode 1 will be in the second batch to be sent etc.

7.1.6.4.4. How to Change the Panel Mailing Date

If you need to change the mailing date (the date the project is to be emailed to the panel), then you can do so as
follows:

1. Inthe Execution tab's Job Runs area, select the run you wish to change the mailing date for.
2. Click the Change Mail Date button.
The Change Date dialog opens.

Current Mail Date Z2/02/2007

MNew Mail Date 28/0z/z007 D

(81,9

Figure 195 Example of the Change Date dialog

Set the date as required.
4. Click OK.

7.1.6.4.5. How to Add Test Panelists to the Database

Once a job has been executed for the first time, the Add Test Panelists button appears in the tab’s toolbar. To add a
tester template to the database:

1. Click the Add Test Panelists button.

The Tester Template List window opens. This window lists all the tester templates available for this panel (go
to Tester Template List on page 216 for more information).

2. Select in the list the template you wish to add to the database.
3. Click Apply and Close.

The template is added to the database.
7.1.6.4.6. How to Export the Sample File
Once you have created the sample file you can export it to another server or project. Proceed as follows:

1. On the Execution tab, in the Job Runs area select the job run for which you wish to export the sample file.
2. Click Export Sample File.
The Sample File Export dialog opens.
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Sample File Export

Email recipient | documentation@confirmit.com |

Confirmit Confidential

Comment | |

Figure 196 The Sample File Export dialog

3. The Email Recipient field contains the email address registered for the current user. Change this as required.
4. Type a comment into the Comment field if required and click OK.

The sample file created by the selected job is zipped, attached to an email and sent to the specified address.

7.1.6.5. The Task Definition Properties Dialog

Use this dialog to set up recurring jobs, and to view the details of jobs that are already set up to run at some point in
the future. The tabs in the dialog are:

e Properties— provides general information on the selected job, and allows you to enter comments on the job.

L

Task type
Sampling - Execute Job
ID 10320
Owner nigelb
Company ID 1
Project ID p0220548
Comment

Command line

Save

Figure 197 Example of the Properties tab

e Recurr — once the settings have been saved, this tab displays the initial settings for the current job and the
dates and times of any recurrences.

e Instances — One job scheduled for execution can have several instances (recurrences). The Instances tab
lists those recurrences that have been completed, and the next recurrence scheduled to be performed. Click
on the link in the Schedule column to check the details for each recurrence.
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Schedule Status

2007-10-24 14:00:00 & In queue

Figure 198 Example of the Instances tab

e Parameters —is for information only.

Task definition parameters

Jobids 243326,243324
Pulltoexpectedreturns Fzlze

Tasktype Firmglobal.Confirmit.Tasks.Sampling.Executelobs
Runasap Falsa
Projectid p0220548

Figure 199 Example of the Parameters tab

e Ownership — All tasks have a specified “owner”; in most cases the user who originally created the task.
However, a user’s access permission can expire or be deleted, and if a task previously created by a now-
expired/deleted user attempts to run then the task will abort. In this case, the administrator has the option of
changing the task’s owner. To change the task owner, go to the Ownership tab, type in the new owner’s user-
name, and save the change.

Note: To change a task owner, the administrator must have task_admin, system_admin,
system_project_admin or project_admin permission. Users with other permissions will not see the
Ownership tab.

Note: If the owner of a sampling task is changed, the ownership of any associated sample upload task will
also be changed such that it remains associated.

7.1.7. The Reporting Tab

This tab lists the jobs that have been executed, and provides access to the reports for those jobs.

Job Information " Exclusions " Filter " Sample Definition " Sample File Fields " Execution I Reporting |

Job Reporting
Jab Definition Report

Job Status Work In Progress

Crosstab Repaort

Run Created Created By Mailing date | Status Augment Of  Outgo/Exp. Return | Actual Return | Definition Report | Outgo Report ﬁ

Figure 200 Example of the Reporting tab
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The tab contains two main areas:

e The Job Reporting area - provides access to the current Job Definition Report and status (go to The Job
Reporting Area on page 179 for more information)

e The Job Runs area - provides access to the Job Definition Reports and other information for each run, as the
job was defined when that run was executed (go to The Job Runs Area on page 181 for more information).

7.1.7.1. The Job Reporting Area
The Job Reporting area is in the upper part of the Reporting tab.

Job Reporting
Job Definition Report

Job Status Waork In Progress

Figure 201 The Job Reporting area on the Reporting tab

The area displays the current status for the job. Note that the job status is changed automatically by Confirmit as it
passes through the various development stages. The area has one button:

e Job Definition Report — click this button to display a report of the current job definition, as shown in the
example below. Note that the Definition Report links in the Job Runs area provide access to the Job Definition
Reports as they were when the runs were performed.

‘@ Back | Printer Friendly Version

Job Number: Jobben
Job Description:

Data Source Kajakk

Mail Date 19/01/2008

Date Created: 04/12/2007

Created By: erikb

Date Modified: 14/01/2008

Modified By: nigelb

Field Data

Job Categories Carbonated Soft Drinks

Breakfast Itams (Cereals, Waffles, Syrup)

Active = Active AND IN{CensusRegion, New England, Midd|e Atlantic, East N Central, West N Cantral, South Atlantic, East South Central, West South
Total Available Sample Central) AND BETWEEN(PMActualAge, 18 , 99 ) AND PMHOH = Yes AND Language = English AND (NOT IN(StzteCode, Alaska, Havaii)) AND DMA =
Abilene-Sweetvater, TX

Date Elimination 14/01/2008 - 03/02/2008

‘Category Elimination 05/01/2008 - 03/02/2008

Additional Ttems AccessFromHome
AccessFromWork
AddedDate

BusinessOwner

email

Language
Excluded and Relaxed Job Job Number Survey status Filter Description
SubSampleNum Field Expression Default Group Matrix Original Cell Weight CellWeight Total Target
1 ssl My matrix Male 50
Group Set 1/1
Group O size = 0
Group Set 1/2
Group 0 size = 0
2 552 My matrix Female 50
Group Set 2/1
Group 0 size = 0
Group Set 2/2
Group 0 size = 0

Figure 202 Example of a Job Definition Report
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The Job Definition Report report contains three sections:

e Job Details — the job number, status etc (go to The Job Details Area on page 180 for more information).

e General Information — the job categories, the expression and exclusions used, and the additional items
selected (go to The General Information Area on page 180 for more information).

e Sub Sample Information — details of the sub samples defined (go to The SubSamples Information Area on
page 180 for more information).

7.1.7.1.1. The Job Details Area

This area provides general details of the job, such as the number, a description, the data source etc..

Job Number: 12345

Job Description: Trial

Data Source all

Mailing Date 23/08/2008
Date Created: 22/08/z2008
Created By: usermanual
Date Modified: 28/08/2008
Modified By: usermanual

Figure 203 Example of the Job Details area

Click the green Back button to close the window and return to the Reporting tab.

7.1.7.1.2. The General Information Area

This area shows general information about the job, such as which categories are selected, the filter scripting,
exclusions etc..

Click the up or down arrow button in the area’'s header row to show or hide the information, and click the green
Back button to close the window and return to the Reporting tab.

Field Data

Job Categories Carbonatad Soft Drinks
Breakfast Items (Cereals, Waffles, Syrup)
Active = Active AND IN(CensusReagion, New England, Middle Atlantic, East N Central, West N Central, South Atlantic, East South Central,

Total Available Sample West South Central) AND BETWEEN(PMActualAge, 18 , 89 ) AND FMHOH = Yes AND Language = English AND (NOT IN(StsteCode,
Alaska, Hawaii)) AND DMA = Abilene-Sweetvater, TX
Date Elimination 14/01/2008 - 03/02/2008
Category Elimination 05/01/2008 - 03/02/2008
Additional Items AccessFromHome
AccessFromWork
AddedDate
BusinessOvmer
email
Language
Excluded and Relaxed Job Job Number Survey status Filter Description

Figure 204 Example of the General Information area

Note that exclusions are sorted by job number.

7.1.7.1.3. The SubSamples Information Area

This area displays details of the various sub-samples in the sample.
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Click the up or down arrow button in the area's header row to show or hide the information, and click the green
Back button to close the window and return to the Reporting tab.

SubSampleNum  Field Expression Default Group Matrix ‘Original Cell Weight Cellweight Total Target
1 ss1 My matrix Male 50
Group Set1/1

Group 0 size = 0

Group Set 1/2

Group 0 size = 0

2 552 My matrix Female 50
Group Set 2/1

Group 0 size = 0

Group Set 2/2

Group 0 size =0

Figure 205 Example of the SubSamples Information area

7.1.7.2. The Job Runs Area

The Reporting tab's Job Runs area is located in the lower part of the tab.

Crosstab Report Crosstab Report Excel

Run Created Created By Mailing date  Status Augment Of | Outgo/Exp. Return | Actual Return | Definition Report | Outgo Report z
Oz 25/08/2008 nigelb_pros 05/05/2008  Work In Progress 0 [View] [HTML] [Excel]
O 15/05/2008 johana_admin 15/05/2008 Production 31 [View] [HTML] [Excel]

Figure 206 Example of the Reporting tab's Job Runs area

This area lists the job runs that have been performed, and provides links to the various reports that are created for
each run. These are:

e Crosstab Report - you can build simple tables to analyze the generated samples using the same data as the
Outgo Reports. Click this button to use the "current” sample settings (go to The Crosstab Report on page 181
for more information).

¢ Definition Report - specifies the job definition at the moment the run was executed (go to The Definition
Report on page 183 for more information).

e Outgo Report - provides the outgo report in HTML (go to The Outgo Report HTML on page 184 for more
information) and Excel format (go to The Outgo Report Excel on page 185 for more information).

Click on the button above the run list or the appropriate blue link to open the required report.

7.1.7.2.1. The Crosstab Report

This tab allows you to select various fields and segments from the database, and create reports using the selected
items. You can add the desired fields and segments to the table rows and columns, nest or stack them as required,
then view the results.
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|@ Back <Create Report

Report Settings

Decimals:
Distribution: Count W
Remove Empty Headers on Rows D

Remowve Empty Headers on Columns |:|

Available Fields:

Rows Columns

AccassFromHome Language GroupMumber Add
AccessFromWaork
Language . ®) stacked ®) stacked Clear
BusinessOwner Fields
GroupMumber O Mested O Nested
SubSampleNumber

Selected Tables:

Rows Columns

SubSampleNumber;Busi... Stacked ¥ AccessFromHome Stacked % Remove

Add to Rows

Available Segments: Add to Celurnns

Figure 207 Example of a Crosstab Report under construction

e Back - click to return to the Reporting tab.
o Create Report - once you have selected the required fields and/or segments, click to view the resulting report.

¢ Decimals - you can specify the number of decimals to be used in the results. Type a positive integer into the
field. Note that you can increase the number of decimal places displayed to reduce the effects of rounding and
thereby increase the accuracy of the displayed data.

e Distribution - select the value on which the chart is to be based. Note that the selected option must be
available in the table for it to be presented in the chart.

o Count — shows the actual number of responses per series.

o Horizontal Percent — the results calculated as a percentage, where the columns add up to 100%
“horizontally” in the table.

o Vertical Percent — the results calculated as a percentage, where the columns add up to 100% “vertically” in
the table.

o Combinations of the above.

e Remove Empty Headers on Rows/Columns - check the boxes to automatically hide (mask) all rows and/or
columns that contain no data. As soon as data is received for the row or column, it will be displayed.

To add a field or segment to the report, select it in the Available list and click Add to Rows/Columns as appropriate.
The selected item is then copied into the Rows or Columns field. Select the Stacked or Nested radio buttons as
required, then click Add to move the selected items to the Selected Tables field. When you have set up the report as
required, click Create Report to view the results.
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| @ Back

(SubSampleNumber --- AccessFromHome)

Sub Sample Mumber
1

2

Total

E (Language - GroupNumber)

English
French
German
Italian
Spanish
Total

7.1.7.2.2. The Definition Report

Figure 208 The resulting Crosstab Report

Yes No Total

2 o |3
z 0 2
5 0 5

Back to top

Group Number
Total

o 0o o0 o0 o o O
nh o oo oWk

Back to top

This report specifies the job definition at the moment the run was executed. When the Job Runs list contains a
number of runs, the Definition reports for the runs may well differ. Note that the Job Definition Report button in the Job
Reporting area opens a report of the "current" settings (go to The Job Reporting Area on page 179 for more

information).
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|@ Back
Run Number 5
Job Number: Jobben
Job Description:
Data Source Kajakk
Mail Date 19/01/2008
Date Created: 10/01/2008
Created By: nigalb
Date Modified: 10/01/2008
Modified By: nigelb
Field Data
Job Categories Carbonated Soft Drinks

Breakfast ltams (Cereals, Waffles, Syrup)

Active = Active AND IN(CensusRegion, New England, Middle Atlantic, East N Central, West N Cantral, South Atlantic, East South
Total Available Sample Central, West South Central) AND BETWEEN(FMActuslige, 18, 99 ) AND BMHOH = Yes AND Langusgs = English AND (NOT IN
(StsteCode, Alaska, Hawaii)] AND DMA = Abilene-Swestwatar, TX

Date Elimination 14/01/2008 - 03/02/2008

Category Elimination 05/01/2008 - 03/02/2008

Additional Items AccessFromHome
AccessFromWaork
AddedDate

BusinessOwmer

email
Language
Excluded and Relaxed Job Job Number Survey status Filter Description
SubSampleNum  Fiald Expression Default Group Matrix Original Cell Weight cCellWeight Total Target
1 551 My matrix Male 50
Group Set1/1
Group 0 size = 0
Group Set 1/2
Group 0 size = 0
2 552 My matrix Female 50

Group Set 2/1
Group 0 size =0
Group Set2/2

Group 0 size =0

Figure 209 Example of a Definition Report

The Definition Report report comprises three areas:

e Job Details — the job number, status etc (go to The Job Details Area on page 180 for more information).

e General Information — the job categories, the expression and exclusions used, and the additional items
selected (go to The General Information Area on page 180 for more information).

e Sub Sample Information — details of the sub samples defined (go to The SubSamples Information Area on
page 180 for more information).

7.1.7.2.3. The Outgo Report HTML

This option allows you to create Outgo reports in HTML format, as shown in the example below.
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| () Back (4 Printer Friandly Varsion Sub Sample| All V

Job Number
SubSampleNum
SubSample Name
Created Date
Created By

Total Dutgo Posted

@] Summary Report

Jobben
1

==1

10/01/2008 11:15:02
nigelb

5

Demo Set Row sted Target Final Target Actual H/L (+/-)

Total Total 3 -47

1) Gender
1) Male 1 20.0 % 50 100.0 % 50 100.0 % 100.0 % 1 33.2% -45 -58.0 %
2) Female 4 80.0 % [a] 0.0 %% 0 0.0 %o 0.0 %o 2 B6.7 % 2 0.0 %

@h Crosstab Report

Demo Set Row Total Group 0 Group 0 Group 9999 Total Group 0 Group 0 39“;:"
Total Total 3 o o 3 100.0% 100.0%0 100.0% 100.0%
1) Gender 1) Male 1 0 0 1 33.3 % 0.0 % 0.0 % 33.3 %
2) Female al 0 0 2l £6.7 % 0.0 % 0.0 % £6.7 %

Job Number Jobben

SubSampleNum 2

SubSample Name ss2

Created Date 10/01/2008 11:15:02

Created By nigelb

Total Qutgo Posted 5

() summary Report

Demo Set Row Available Requested Target | Adjusted Target Final Target Actual H/L (+/-)

Total Total 5 50 50 2 -48

1) Gender
1) Male i 20.0% 0 0.0 % 0 0.0 % 0.0 % 0 0.0% 0 0.0 %
2) Female 4 80.0 % 50 100.0 % 50 100.0 % 100.0 % 2 L°°£ -48  -96.0 %

(Z) trosstab Report

Demo Set Row Total Group®  Group 0 Group 0000 Total Group 0 Group 0 3;;;"

Total Total 2 o ] 2 100.0% 100.0% 100.0%  100.0%

1) Gender 1) Male 0 0 0 1} 0.0 % 0.0 % 0.0 % 0.0 %
2) Female 2 0 0 2 100.0 % 0.0 % 0.0%  100.0 %

Figure 210 Example of an Outgo Report HTML

e Click Back to return to the Reporting tab.

e Printer Friendly version — opens a new window containing a version of the report that is set up for printing.

e Sub Sample- the information is presented separately for each sub-sample. Use this field to filter the sub
sample details that you want to be displayed. Select between the various sub samples that are included in the
job, or All.

7.1.7.2.4. The Outgo Report Excel

This option allows you to create Outgo reports in Excel format, as shown in the example below.
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Total Outgo Posted

5

A 5 | ¢ [ o [ e [ F | & [ W [ & [ o T w [ L [ M [ n

1 |30b Number l10bben
iSuhsample £
| 3 [Subsample Name 551
| 4 |created Date 10.01.2008

5 |Created By nigelb
T r
7|

g

Summary Report

9 |Demo Set Row Availabl q ed Target Adjusted Target Final Tar: Dutgo Selected HAL{+/-})

10 |Total Total 5 50 50 3

11 (1) Gender

12 1) Male 1 20,0 % 500 100,0 % 50 100,0 % 100,0 % 1 33,3 % -490 -958,0 %
13 2) Female 4 80,0 % o 0,0 % o 0,0 % 0,0 % 2 66,7 % 2 0,0 %
14

IS8 CrossTab Report

iDemo Set Row Total GroupD GroupD Group99¢Total Group0 Groupld Group9999
17 |Total Total 3 0 0 3 100.0%° 100%" 100%"  100%

F 1) Gender 1) Male 1 [u] [u] 1 33,3 % 0,0 % 0,0 % 33,3 %

W 2} Female 2 [u] [u] 2 66,7 % 0,0 % 0,0 % 66,7 %

=)
5

Figure 211 Example of an Outgo Report in Excel format

7.2. Current Matrix

This window shows the details of the matrix currently selected in the Matrix List. The window contains four tabs:
e General — displays the general details for the matrix and allows you to select the data source to be used.
e Dimensions - lists the existing dimensions for the matrix and allows you to create more as required.
e Weights — lists the existing weights for the matrix and allows you to create more as required.
e Report — displays a report of the current settings.

The window opens at the General tab.

Note: In the event no matrix has been selected so far in the current Confirmit session, when you click on
Current Matrix you will be taken to the Matrix List. Select a matrix to go to the Current Matrix page.

7.2.1. The General Tab

This tab provides general information about the selected matrix.
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General | Dimensions Weights | Report

Save Duplicate Export Matriz WValidate Matrix

Matrix Name |AgeGender

Data Source =

Created By nigelb

Created Date Z23/08/2010 0%:24:03
Modified By nigelb

Modified Date Z23/08/2010 09:24:03
Last Accessed

Last Job Usead

Last Used

Figure 212 The Current Matrix > General tab

The tab’s toolbar contains four buttons:

e Save - saves changes. The button flashes while Confirmit detects unsaved changes.
e Duplicate — creates a copy of the current matrix.

e Export Matrix — exports a matrix to another server.

e Validate Matrix — checks the matrix to ensure it contains no errors.

Other fields are:

e Matrix Name - the name of the matrix. You can edit the name here.

e Data Source - this drop-down lists the available BitStream files that can be used as a base for the matrix. If
you select the blank option, the data source used will be the latest-launched version of the panel.

7.2.2. The Dimensions Tab

A Dimension is a set of segments (answer options). For example, “Gender” could be a dimension in a matrix, and
within that dimension could be the segments “Male” and “Female”.

Go to the Sample Management > Current Matrix window, and open the Dimensions tab. This tab lists the
dimensions registered for the currently selected matrix.

General | Dimensions | Weaights | Report

‘}( Delets ﬁ Move Up {} Mowe Down Combine Dimensions Mew Dirmension
I:l Dimension Name z

[ sender/carbrands/Degres

- Gender
- Carbrands

- Degree

Figure 213 Example of the Dimensions tab list
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In the example, the dimension is named Gender/Carbrands/Degree, and this is a "combined" dimension; one
dimension that comprises two or more individual dimensions. The toolbar buttons are:

o Delete — deletes selected Dimensions.

e Move Up/Down — moves selected Dimensions up or down in the list.
e Combine Dimensions - click to combine the selected dimensions.

¢ New Dimension- creates a new dimension for the current matrix.

o Refresh- refreshes the display. This may be required in the event changes have been made to the list that are
not displayed immediately.

Click on a Dimension Name link to open the Edit Dimension page for that dimension. The figure below shows the
details of the Degree dimension from the combined dimension shown above.

General | Dimensions | weights | Report

| Save @ Back to Dirnension List ﬁ Up ta Parent Uncombine

Dimension name |Dagres

Define new Segment: Segments in Dimension:

Expand all Collapse all

Claar dimansion

Operators Add here Title: |Bachelor

Remove ﬁ G

Search:

activated - Activated - double|P%

answer_rate - Answer rate
carbrands - Carbrands
carowner - Carowner

children - Number of children
country - Country

dateofbirth - Date of birth
datecfmarriage - Married dats
degree - Education/Degres
dogowner - Dog owner
empstatus - Employment stat
gender - Gender
householdsize - Size of hous:
housing - Housing
income_usdollar - Income in |
ipconnection - Internet conne
language - Language
marstatus - Maritial status
PanelistCreatedDate
PanelistModifiedDate
panelvar

recruited - Recruited - How wa
recruiteddate - Date recruited
terminatedate - Date of termi
title - Title

O and
OOr

@ MNone
True (True)
False (False) DN‘:‘t
Functions

Equal

Right

) 1=hull

Any

Add here Title:

Add here Title:

Add here Title:

Add here Title:

Master

Doctor/ Phd

Other degree

No degres

Remove ﬁ' G
Remove ﬁ &
Remove ﬁ G

Remove ﬁ G

Create new =

Figure 214 Example of the Edit Dimension page for a dimension

The toolbar buttons and data fields are:

e Save - saves changes for the tab. The button flashes while Confirmit has unsaved changes.
e Back to Dimension List — takes you back to the list of dimensions registered for this job.
e Up to Parent - for combined dimensions. Moves focus up to the parent dimension.

e Uncombine - for combined dimensions. Extracts the selected dimension out of the combined dimension,
allowing separate weighting and processing (go to How to Uncombine a Dimension on page 200 for more
information).

e Dimension Name — the name of the selected dimension.
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e Collapse Type — appears below Dimension Name in the event a panel does not contain enough suitable
panelists to fill 'requested’ targets in particular segments. This property controls how shortages in segments
are to be handled. The options are:

oNominal collapsing — The targets for the segments with shortages are reduced to correspond to the
maximum available in the sample population. The excess (un-allocated) target is distributed
proportionately (according to segment targets) to the other segments within the dimension (go to Nominal
Collapsing on page 189 for more information).

oOrdinal collapsing —in shortage scenarios, the total target is kept. The weight targets for the segments with
shortages are reduced to correspond to the maximum available in the sample population. The excess (un-
allocated) target is distributed to the next segment within the dimension (go to Ordinal Collapsing on page
190 for more information).

oNon-collapsing adjust targets — the total target is reduced by the amount the segment is short. To reach
the original target outgo for the other segments, the weight targets for all the segments within this
dimension are recalculated to suit the adjusted total target (go to Non-Collapsing Adjust Targets on page
190 for more information).

oNon-collapsing keep targets — the total target is reduced by the amount needed to accommodate the
original weight target for a segment with shortage. All segment weight targets are kept (go to Non-
Collapsing Keep Targets on page 190 for more information).

Note: The number of dimensions and the number of segments within the dimensions will significantly affect
the time taken to run the sample job. Depending on the composition of the panel, it may also become
impossible to fill all cells in the matrix. For extreme matrix definitions with many dimensions and/or large lists
of segments within the dimensions, the sample extract may become impossible to perform.

Select two or more dimensions in the list and click the Combine Dimensions button to combine the selected
dimensions (go to Combined Dimensions on page 198 for more information).

7.2.2.1. Nominal Collapsing

Nominal data is a form of categorical data where the order of the categories is not significant. Examples include
industry ("Accommodation, Cafes and Restaurants", "Agriculture, Forestry and Fishing", "Communication Services"
,.-.), gender, ethnicity etc. In shortage scenarios, the target sample outgo is kept. The segment target of a segment
with shortage is reduced to correspond to the maximum available the in sample population. The excess target is
distributed proportionately (according to the segment targets) to the other segments within the dimension.

For example: Assume we have asked for a sample of 40000 in total, spread out evenly across the age groups with
10% (4000) taken from each group. In this case, six of the age groups have shortages, but we see that the total
number of panelists requested is kept by filling up from the four segments where we have an excess. Note that the
missing panelists are drawn as evenly as possible between these four segments (1413,1412, 861, 1413).

[2) summary Repor
Demo Set Row Available Requested Target Adjusted Target Final Target Actual H/L(+/-)
Total Total 45,742 40,000 40,000 40,001 1

1) AgeGroupNominal

Nominal collapsing 1)-15 7,403 16.2 % 4,000 10.0 % 4,000 10.0 % 13.5 % 5,413 13.5% 1,413 35.3 %
2) 15-19 2,897 6.3 % 4,000 10.0 % 4,000 10.0 % 72% 2,897 7.2% -1,103 -27.6 %
3) 20-24 3,754 8.2 % 4,000 10.0 % 4,000 10.0 % 9.4 % 3,754 9.4 % -246 -6.2 %
4) 25-34 8,867 19.4 % 4,000 10.0 % 4,000 10.0 % 13.5 % 5,412 13.5 % 1,412 35.3 %
5) 35-44 4,861 10.6 % 4,000 10.0 % 4,000 10.0 % 12.2 % 4,861 12.2% 861 21.5%
6) 45-54 3,220 7.0 % 4,000 10.0 % 4,000 10.0 % 8.1 % 3,220 8.0 % -780 -18.5 %
7) 55-64 3,132 6.8 % 4,000 10.0 % 4,000 10.0 % 7.8% 3,132 7.8 % -868 -21
8) 65-74 2,817 6.2 % 4,000 10.0 % 4,000 10.0 % 7.0 % 2,817 7.0 % -1,183 -29
9) 75-84 3,083 6.7 % 4,000 10.0 % 4,000 10.0 % 7.7 % 3,083 7.7 % -817 -22
10) 85+ 5,708 12.5 % 4,000 10.0 % 4,000 10.0 % 13.5 % 5412 13.5% 1,412 35.

Figure 215 Example of the results when Collapse Type is set to Nominal Collapsing
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7.2.2.2. Ordinal Collapsing

For ordinal data, the numbers assigned to the objects represent the rank order (1st, 2nd, 3rd etc.) of the entities
measured. For this type of data, comparisons of 'greater than' and 'less than' can be made. In shortage scenarios,
target sample outgo is kept. The segment target of a segment with shortage is reduced to correspond to the maximum
available in the sample population. The excess target (the difference between the requested target and the actual
guantity available) is distributed to the next segment within the dimension. If the last segment has a shortage, the
redistribution will be done in reverse order - the next to last segment will be given the excess target.

For example: Assume we asked for a sample of 40000 in total, spread out evenly across the age groups with 10%
(4000) taken from each group. We have a lot of shortages, and if we look at the figures we see that the shortages for
age groups 15-19 and 20-24 are compensated for in the 25-34 segment. The next shortages are in segments 6,7,8
and 9. These shortage are partially compensated for in the following segment (10). However we don't have enough
panelists in segment 10 to fully compensate, so then the order is reversed. This means we try to compensate in
segment 9, then segment 8 etc. but these are already used up. As many as possible are taken from segment 5 but
there are still not enough, so the remainder are taken from segment 4.

Available

Demo Set

Row

Total Total 45,742

1) AgeGroupOrdinal
1)-15 16.2 %

Ordinal collapsing 7,403

2) 15-19 6.3 %

3) 20-24

2,897

3,754 8.2 %

4) 25-34 8,867 19.4 %

5) 35-44 4,861 10.6 %

6) 45-54 3,220 7.0 %

7) 55-64 3,132 6.8 %

8) 65-74 2,817 6.2 %

9) 75-84 3,083 6.7 %

10) 85+ 5,708 12.5 %

Requested Target

4,000
4,000
4,000
4,000
4,000
4,000
4,000
4,000
4,000

4,000

40,000

10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %

10.0 %

Adjusted Target

4,000
4,000
4,000
4,000
4,000
4,000
4,000
4,000
4,000

4,000

40,000

10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %
10.0 %

10.0 %

Final Target

10.0 %
7.2 %
3.4 %

16.3 %

12.2 %
8.1 %
7.8 %
7.0 %
7.7 %

14.3 %

Actual H/L(+/-)

40,001 1

4,000 10.0 % 0 0.0 %

2,897 7.2% -27.6 %

3,754 9.4 % -6.2 %

6,529 16.3 % 63.2 %

4,861 12.2 % 21.5 %

3,220 8.0 % -19.5 %

3,132 7.8 %

2,817 7.0 % -29.6 %

3,083 7.7 % 917 -229%

5,708 14.3 % 42.7 %

Figure 216 Example of the results when Collapse Type is set to Ordinal Collapsing

7.2.2.3. Non-Collapsing Adjust Targets

Target sample outgo is reduced by the amount the segment is short. In order to reach the original target outgo for the
other segments, the segment targets for all the segments within this dimension are recalculated to suit the adjusted

sample outgo.

For example: Assume we have asked for 40000 panelists, divided evenly as 50% females and 50% males, which
should give us 20000 of each. We have more than enough male panelists available (27620), however we have only
18122 females, giving us a shortage of 1878 females. The total target is therefore reduced from 40000 to 38122
(40000-1878=38122). The weight ratio for females is recalculated (18122/38122=0,4754 or 47.5%), and the weight
ratio for males is also adjusted accordingly (20000/38122=0.5246 or 52.5%).

Available

Demo Set

Total Total 45,742

1) GenderAdjustWeightTargets
1) Male 60.4 %

2) Female

Non collapsing adjust targets 27,620

18,122 39.6 %

Requested Target

20,000
20,000

40,000

50.0 %
50.0 %

Adjusted Target

20,000
20,000

40,000

50.0 %
50.0 %

Final Target

52.5 %
47.5 %

Actual H/L(+/-)

38,122 -1,878

20,000 52.5 % 0 0.0 %

18,122 47.5% -1,878 3.4 %

Figure 217 Example of the results when Collapse Type is set to Non-Collapsing Adjust Targets

7.2.2.4. Non-Collapsing Keep Targets

Target sample outgo is reduced by the amount needed to accommodate the original segment target for a segment

with shortage. All segment targets are kept.

For example: Assume we are asking for 40000 panelists, divided evenly as 50% females and 50% males. In this case
we have more than enough (27620) male panelists, but we have only 18122 females. This gives us a shortage of
1878 females. To keep the 50/50 weight-ratio the male target is also reduced by 1878, so the final target sample

outgo is therefore reduced to 36244.
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Demo Set Row Available Requested Target Adjusted Target Final Target Actual H/L(+/-)

Total Total 45,742 40,000 40,000 36,244 -3,756

1) GenderKeepWeightTargets
1) Male 27,620 60.4 % 20,000 50.0 % 20,000 50.0 % 50.0% 18,122 50.0% -1,878 -9.4 %
2) Female 18,122 39.6 % 20,000 50.0 % 20,000 50.0 % 50.0% 18,122 50.0 % -1,878 -9.4%

Figure 218 Example of the results when Collapse Type is set to Non-Collapsing Keep Targets

7.2.3. The Weights Tab

The segments within a dimension must be weighted. For example, if you are going to use the Gender dimension with
its Male and Female segments, then you must specify the male-to-female ratio that you want in the result. You can
create several weighting sets for a dimension, though only one weight set can be used on a dimension per sample.

Use this tab to create a new Weight set for a dimension, and see and/or edit the details of existing weights.

| General ” Dimensions I Waights I Reportl

‘ )( Delete Weight Mew YWeight
|:| Weight Name z
[ wa

Figure 219 Example of the Weights tab Weight List

The toolbar buttons are:

e Delete Weight — deletes selected Weights.
¢ New Weight — creates a new Weight for the current Dimension.

e Refresh - refreshes the display. This may be required in the event changes have been made to the list that
are not displayed immediately.

Click on a Weight Name in the list to open the details page for that weight.
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General || Dimensions I Waights I Report |

‘ n Save Back to Weight List Duplicate

Weight Name: |wl. |

Dimension: |AII Dimensions V|

Dimension Mame Segment Name Target

Degres opy

Bachelar
Master
Dactor/Phd
Other degree

No degree

Gender
Male

Female

Carbrands
SAAB
Volvo
BMW
Audi
Mercedes
Opel
Ford
Chrysler
Toyota
Haonda

Mazda

Total

Figure 220 Example of a Weight Details page

The toolbar buttons and data fields are:

e Save - saves changes for the tab. The button flashes while Confirmit has unsaved changes.
e Back to Weight List — closes the details page for the Weight and returns you to the Weight List.

e Duplicate — creates a copy of the current Weight. The new Weight is given the name Copy of (selected
weight).

e Weight Name — the name of the currently selected Weight.

e Dimension — if you only wish to view one of the dimensions listed, use this drop-down list to filter out the other
dimensions. Otherwise, select All Dimensions to view all.
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Here you can specify the weights to be applied to each individual segment in the weight set (go to How to Create a
Weight Set on page 196 for more information).

7.2.4. The Report Tab

This tab shows details of the dimensions and weights used in the current matrix.

General ” Dimensions " Weights I Report |

| d Printer Friendly Yersion ﬁ
Sample Selection Cell Matrix: CountryGender
Weights: GenderCountry_svenly
Created Date: 16/10/2008 10:15:26
Created By: olea
Modified Date: 08/01/2009 13:16:37
Modified By: nigelb
Dimension:
Gender: Country: | All hd | | Search
Number of segments in dimension: 21 B
Number of segments shown: 21
Demo Set Cell Count Cell Alpha Cell Mask
GENDER/COUNTRY (Collapse type: Normal)
1 Mala/US gender = Male AND country = US
2 Male/Netherlands gender = Male AND country = Netherlands
3 Mala/Belgium gender = Male AND country = Belgium
4 Male/France gender = Male AND country = France
5 Male/Spain gender = Male AND country = Spain
& Mala/UK gender = Male AND country = United Kingdom
7 Male/Ireland gender = Male AND country = Ireland
8 Male/Iceland gender = Male AND country = Iceland
S Male/Finland gender = Male AND country = Finland
i0 Male/Lithuaniz gender = Male AND country = Lithuania -

Figure 221 Example of the Report tab

The tab has the following button in the toolbar:

e Printer and Save Friendly version — opens a new window containing a printer- and save-friendly version of
the report.

The Weights links in the upper section of the tab allow you to jump down to the corresponding detail lists for the
weight.

When dimensions have been combined (go to The Dimensions Tab on page 187 for more information), the Dimension
drop-down field is displayed. Here you can filter the dimension details to show only those for the dimensions you
select.

Click the chevron buttons in the header bar for each section (see the Dimension Details bar in the figure above) to
collapse and expand the section.

-193 -



Confirmit 21 Professional and Standard Panels User Guide Confirmit Confidential

7.2.5. Procedures in the Current Matrix Tab

7.2.5.1. How to Duplicate a Matrix

1. Click the Duplicate button in the General tab’s toolbar.

A copy of the current matrix is created and its details are displayed in the General tab.

2. Click in the Matrix Name field and type in a name for the new matrix.
3. Click Save to save the changes.

The new matrix is added to the Matrix List. You can now edit the matrix as required and use it in a job.

7.2.5.2. How to Validate a Matrix

1. Click the Validate Matrix button in the General tab’s toolbar.

Confirmit checks the matrix and presents a result message as appropriate.

Microsoft Internet Explorer @

L] E Mo dimensions are specified in matrix,
[

Figure 222 Example of a matrix validation error message

If the matrix is found to be correctly constructed and is approved, the following message is displayed.

Microsoft Internet Explorer E|
L] E Samplingmatrix is valid
L

Figure 223 The “matrix is valid” message.

2. Click OK to close the message.

7.2.5.3. How to Create a New Dimension

1. Click the New Dimension button located at the right end of the Dimensions tab toolbar.

The Dimension Name dialog opens.
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Dimension Mame | |

| Ok || Cancel |

Figure 224 The Dimension name dialog

2. Type a name for the dimension into the Dimension Name field.
3. Click OK.

The Edit Dimension Details window for the new dimension opens.

General | Dimensions | waights | Report

‘ n Save @ Back to Dimenzion List

Dimension name |ﬁge

Collapse type | Mominal cellapsing v| =]
Define new Segment: Segments in Dimension:
Expand all Collapse all
N
@ﬁnd
Search: ODr
Show paste area
| i @ l::)Ncmva
activated - Activated - double[P%
active — || True (True)
=ge - Age False (Fals=) D Mot
age_groups - Age groups
answer_rate - Answer rate Functions
appliances - Household appli:
booked - Bocked/Reserved Equal
carowner - Carowner
children - Mumber of children In
country - Country Between
credits - Incentive points
datecfbirth - Date of birth =
dateofmarrizge - Married date _
degree - Education/Degree =
dogovmner - Dog owner =
empstatus - Employment stat
=u - EU member = <=
gender - Gender .
householdsize - Size of hous: Cantsins
housing - Housing Left
income_usdallar - Income in |
ipconnection - Internet conne Right
language - Language
married - Married ®ISN|‘|”
marstatus - Maritial status v Any

All

| Create new » |

Figure 225 Example of the Edit Dimension window

4. Inthe variable list (the left column), using the Search function as necessary, find and select the variable you
wish to add to the dimension.

The possible values for the selected variable are presented in the second column. These change as
appropriate to reflect the selected variable. You can add as many variables to a segment as required.

5. Inthe second column, select the required values for the variable.

6. In the third column select the required operator and function.
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Note: The operator for the first variable selected must be None.

7. Click Create New.

The segments are added to the dimension and are listed in the Segments in Dimension column.

General | Dimensions | weights | Report

|u Save (¢) Back to Dimension List

Dimension name |Ags

Collapse type | Nominal collapsing v|l@

Define new Segment: Seg ts in Di i Clear dimension
Expand all Collapze all
Operators v Addhere T Remove @ B
® and

Search: Oor

L O Nome

~

IN{=ge_groups, "3". "4", "3")

answer_rate - Answer rate
appliances - Household =ppliz
booked - Bocked/Reserved
carowner - Carowner (
children - Number of children 35-44 (5)
country - Country 45-54 (5] Equal
cradits - Incentive points 55-54 (7) ®
dateofbirth - Date of birth &65-74 (8) In
dateofmarriage - Married date 75-84 (3) Between
degree - Education/Degres 85+ (10)
dogowner - Dog owner
empstatus - Employment stat

[ not

Functions

IN(=ge_groups, 20-24, 25-34, 35-44)

eu - EU member

gender - Gender
householdsize - Size of houst
housing - Housing ==
income_usdellar - Income in |
ipconnection - Internet conne—
language - Language Laft
married - Married
marstatus - Maritial status Right
month

nordic - Sweden, Denmark, MNc O 1=nul
panelist_status - Panelist Stal ¥

Contains

Any

Create new #

Figure 226 Example of segments in a dimension

8. Save the changes.

Note: If the dimension you are working with is part of a Combined dimension (go to Combined Dimensions on
page 198 for more information), the Up to Parent button is included in the toolbar. Click this button to go to
the Edit Dimension page for the combined dimension (go to The Dimensions Tab on page 187 for more
information).

7.2.5.4. How to Create a Weight Set

1. Inthe Sample Management > Current Matrix > Weights tab, click the New Weight button located towards
the right side of the tab toolbar.

The Weight Name dialog opens.

Weight Name | |

| (a4 || Cancel |

Figure 227 The Weight Name dialog

2. Type a name for the new weight into the data field and click OK.
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The Details page for the new weight opens.

General | Dirmenzions | Weights Repart

‘ Save Back to Weight List Duplicate

Weight Name: Test weight

Dimension: All Dimensions | %
Dirnension Mame Segrnent Mame Target
PMGender Copy Paste
Male 0 %
Fernale 0 %
Total [ <
HHSize Copy Paste
1 MEM 0 e
2 MEM 0 e
-4 MEM 0 95
S5+ MEM 0 95
Total [ <
Nikd CAunmmdinm O Fi= b=

5.

Figure 228 Example of the Details page for a new weight

The target column fields are blank and must be filled in. Note that the Total fields (currently red) for each set of
rows must sum to 100%. When this is correct, the field will turn green.

Type or copy the appropriate values into the Target fields.

Click the down-arrow beside the Dimension field to open a drop down list of the options available, and select
the required dimension from the list.

Each Dimension row has a Copy and a Paste button. Click Copy to copy the target weights for the dimension
to the clipboard. Click Paste for a different dimension to paste the target weights into that Dimension’s weight
fields.

When all the target weight fields are correctly filled in, click Save to save the details.

The weight is saved and added to the Weights list. In the event some target weights are not filled in correctly, an error
message will be displayed.

7.2.5.5. How to Delete a Weight Set

To delete unnecessary weight sets:

1.
2.
3.

4.

Go to the Sample Management > Current Matrix > Weights tab, Weights list.

Find the weight set you wish to delete, and click in the corresponding box to select it.
Click Delete Weight.

A confirmation message box opens.

Click OK to delete the weight, or Cancel to close the message box without deleting the weight.

7.2.5.6. How to Export a Matrix

You may wish to export a matrix from the current server so it can be used on a different server. A matrix is exported
on an email as an .xml file. To export a matrix:
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1. Click the Export button in the General tab’s toolbar.
The Matrix Export dialog opens.

(Matrix Export

Email recipient |dncumentatinn@cnnfirmit. carm |

Comnment | |

Figure 229 The Matrix Export dialog

2. The default email address is that of the current user. Change as necessary.
Type any comments into the Comment field.
4. Click OK.

The matrix is sent as an .xml file attached to an email. It can now be imported into a different server. To import
a matrix that has been exported from a different server, see section (go to How to Import a Matrix on page 208
for more information).

7.2.5.7. Combined Dimensions

Dimensions can be combined to provide a detailed list of the weights applied to the various combinations of

segments. This then allows you to go in and make fine adjustments to the combined weights to achieve the sample
you require.

The figure below shows a dimensions list with three separate dimensions.

General | Dimensions | weights | Report

|>( Delats ﬁ Move Up G Mowe Down Corbine Dimensions Mew Dimension
|:| Dimension Name z
D Degres
[] Gender

[] carbrands

Figure 230 Example of a dimensions list containing three separate dimensions

Each of these dimensions can comprise several segments (click on the blue Dimension Name link to open its Edit
Dimension page).

Segments in Dimension: Clear dimension
Expand all Collapse all

b Add herz Title: |Ma|e | Remove 4k iF
b Add here Title: |Ferr|a|e | Remowve ﬁ {!r

Figure 231 The segments in the Gender dimension
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And each segment can have a specified weight (go to The Weights Tab on page 191 for more information). To
combine dimensions:

1. Select two or more dimensions in the dimension list and click the Combine Dimensions button to combine
the selected dimensions.

The result is as shown in the example below.

General | Dimensicns I Weights || Report |

‘}( Delate 1} Move Up {} Mowe Down Combine Dimmensions Mew Dirmension
I:l Dimension Name z

[ sender/carbrands/Degres

- Gender
- Carbrands

- Degree

Figure 232 Example of three dimensions combined into one

Click on the "group name" (in this case the Gender/Carbrands/Degree link) to view the full list of all the combinations
of segments in the combined dimension. Click on an individual dimension name (for example Gender) to open the
Edit Dimension page for that dimension.

General | Dimensions | waights || Report

‘ H Save @ Back to Dirmenszion List 25

Dimension name |Gender;"Carbrands;"Degree

Collapse type | Nominal collapsing b | =]

(I] Segments in this dimension must be changed in the underlying dimensions: Gender, Carbrands, Degree

Segments in Combined Dimension:

Gender: Carbrands: Degree: |A|| Vll Search |

Cell Count Title Exprassion

1 Male/SAAB/Bachelor In{gender, Male) AND Any(carbrands, SAAB) AND In{degres, Bachelor)

2 Male/SAABR/Master In{gender, Mzle) AND Any(carbrands, SAAE) AND In{d=gree, Master)

= Male/SAABR/Doctor/Phd In{gender, Male) AND Any(carbrands, SAAB) AND In{degree, Doctor/FPhd)

4 Male/SAAR/Other degree In{gender, Male) AND Any(carbrands, SAAB) AND In{degree, Other degree)
5 Male/SAAB/Na dagree In{gender, Mzle) AND Any(carbrands, SAAE) AND In{d=gree, Mo degree)

5 Male/Veolve/Bachelor In{gender, Male) AND Any{carbrands, Volvo) AND In{degree, Bachelor)

7 Male/volve/Master In{gender, Male) AND Any({carbrands, Volvo) AND In(degree, Master)

=] Male/Volve/Doctor/Phd In{gender, Mzle) AND Any(carbrands, Volvo) AND In(degree, Doctor/Phd)
] Male/Volve/Other degree In{gender, Mzle) AND Any(carbrands, Volvo) AND In(degree, Other degres)
io Male/Volvo/No degree In{gender, Male) AND Any(carbrands, Volvo) AND In{degree, No degree)
11 Male/BMW/Bachelor In{gender, Male) AND Any(carbrands, BMW) AND In{degres, Bachelor)

iz Male/BMW/Mastar In{gender, Mzle) AND Any(carbrands, BMW) AND In{d=ares, Master)

iz Mala/RMW/Tinrtnr/ Bhd Tnlnandsr. M=alal ANMN Anwlrarhrand=. RMWY ANN Tnfdsares. Dackar/BhAY

Figure 233 A small part of the segment list for a combined dimension. This list contained 110 cells

Go to the Weights tab and click on a Weight Name link to open the Weight list for the combined dimension.
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Ganeral || Dimensions I Weights I Report |

‘ E Save Back to Weight List Duplicate b

Weight Name: |wl. |

Dimension: |A|I Dimensions V|

Dimension Mame Segment Name Target

Gender/Carbrands/Degree Copy
Male/SaMB/Bachelor LA

Male/SAAB/Master

.8
o

Male/SAAB/ Doctor/ Phd 7S
Mzle/SAAB/Other degres . %
Male/SAAB/MNo degree 7S
Male/Volva/Bachelor %
Male/Valvo/Master

Male/Valvo/Doctar/FPhd L
Male/Volvo/Other degree L
Male/Velvo/No degree L
Male/BMW/Bachelor B

Mala/BMW/Mastar

.8
o

el ol |- ool |- -
W k| |[s |w w b |8 |w ]
| || (o | m| || | | ]
.
&

M la /AW Nactar/DhA 1 251 o

Figure 234 The weights for the same small part of the combined dimension's segment list

The weights listed here are initially calculated automatically by the system when the dimensions are combined, and
are the results of the combination of the weights specified for each individual segment. For example in the first row,
the individual weights you have specified for the separate Male, SAAB and Bachelor segments, when combined and
calculated against the specified weights for all the other rows in the list, will result in 1.35% of the total sample being
males who both drive a SAAB and have a Bachelor's degree. You can now make fine adjustments to the targets.

Note that the full list must always total 100%; the Total cell at the bottom of the list will then be green. In the event the
list does not total 100% the cell will be red.

Note: To change the order of the weight list here, you must "uncombine" the dimensions (go to How to
Uncombine a Dimension on page 200 for more information), select the appropriate dimension and use the
Move Up and/or Move Down buttons to position the dimension as desired in the dimension list, then
recombine them.

7.2.5.8. How to Uncombine a Dimension

You may wish to remove a dimension from the combined set, for example to adjust its segments’ weights
independently of the other dimensions in the combination. To do this:

1. Go to the Dimensions tab.
2. Click on the dimension you wish to remove to open it's Edit Dimension page.
3. Click Uncombine.

A confirmation dialog opens.

4. Click OK to continue.
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This will release the dimension from the combination, and the released dimension will then be listed separately
from the remaining combined dimensions in the Weights and Dimensions tabs.

General || Dimensiocns I Weights I Report |

‘ n Sawve Back to Weight List Duplicate W

Weight Name: |wl. |

Dimension: |A|| Dimensions V|

Targets

Dimensicon Mame Segment Name Target

Gender Copy 0
Male B
Femazle %

1.

&

Total

Carbrands egres

sSasB/Bachelor

-
o

SAABR/Master

.8
o

SAABR/ Doctor/Phd

]
a

SAAR/Other degree

SAAB/No degree

]
a

Volvo/Bachelar

.8
o

Volve/Master

.5
a

.8
o

Volva/Doctor/ Phd

)
a

Figure 235 The Weights tab with Gender dimension released from the combination

The weights for the remaining segments in the combination will be recalculated automatically, and the released
dimension will be given the same weights it originally had before it was included in the combination. You can later
recombine the dimensions as necessary.

7.3. Job List

This window lists all the sampling jobs that you currently have “in progress”. Once a job is complete, the sample is
linked to the survey and the panelists are invited to respond, then the job is moved to the Active Job List (go to Active
Job List on page 204 for more information).

Use the filters to find the job you are interested in and click on the blue link in the Job Number column to select it. You
will be taken automatically to the Current Job window.
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@ Job List Confirmit. £™
everywhere [ T
“i Homs - Pansl Sstup ~ Fanel Utilities - Panel Management ~ |$ample Managesment - - |users Administratar, ad... | Log off [ 2]
Current Job Current Matrix Job List Active Job List Matix List Scheduling Concurrent t Sampling Multiple Sample Upload Tester Template List Sampling Settings - Q‘
‘x Delete| [ Search ./ Reset Export Jobs Mew Job Import JDh|
[/ 30k Humber Mailing date last run Created By Project_Manager | CustomlobStat... Outgo Status Last Executed By Project 1d 2
\ | I[= = [ [= ¥ | [an ¥ | | \
[ testr 30/08/2010 alaz_pros Fatandesefsses  Open 300 Production elea_pros p0266448
[ pemox 01/0%/2010 alaz_pros Fatandesefsses  Open 501 Approved elea_pros p0266448
[ o 25/08/2010 slaz_pros Tatendozefezen  Open 9339 Approved slsa_proz PU2EE44E
O a7 slaz_pros Tatendozefezen  Open 0 Waork In Progress pU269005

O as 07/07/2010 alaz_pros Fatandesefsses  Open 100 Production elea_pros p0266448

M as 07/07/2010 alaa sros Bafiar dosefezaa  Ooen s00 Praduction slea scos 00263073

Figure 236 Example of the Job List window

Note: If you open a job, then return to the Job List and open a different job, an information box appears
warning you that you are about to change jobs. Click OK to continue and change jobs, or Cancel to cancel the
change and remain with the current job.

7.3.1. The Job List Filters

In an established company the list of registered jobs may run into thousands, and a search through the list for the one
job that you wish to select for exclusion or relaxation could be time-consuming. Confirmit therefore provides you with a
set of filters so you can reduce a long list to a manageable size.

™

[] lob Humber Mailing date last run Created By Project_Manager | CustomlobStat... Outgo Status Last Executed By Project Id

\ | == = \ [~ | LA o | 'l

Figure 237 The Job List filter bar

e Job Number — type in the number of the job you are looking for, then click Search. You can use the *
character as a wildcard, and type in part of the number. For example, type in 123 to find all jobs where the job
number starts with 123, such as job number 123456. Typing in *123 will find all jobs with the number 123
somewhere in the job number, such as job number 45123678.

e Mailing Date last run — allows you to search for jobs according to the date on which they were mailed. Click
the drop-down arrow beside the operator field and select the required operator, then click on the calendar icon
beside the field and select the date. When you are ready, click Search. For example, select the <= operator
and a date to list all the jobs that were mailed on or before the selected date.

e Created By — allows you to search for jobs created by specific users. Type the user’s identification (as used
by Confirmit) into the field, or use standard Windows copy and paste functionality, and click Search.

e Project Manager - allows you to search for jobs by specific project managers.
e CustomJobStatus - allows you to search for jobs by specific job statuses.

e Outgo - allows you to search for jobs based on the number of emails sent. Select the desired operator and
click Search.

e Status — allows you to search for jobs according to their current status. Click the drop-down arrow beside the
field to open a list of the statuses, select the one required and click Search.

e Last Executed By - allows you to search for jobs based on the user who last executed them Type the user
name of the desired user into the field.

e Project ID - allows you to search for jobs based on the ID of the project to which they apply.

e Alphabetical Filter —the letters of the alphabet are listed along the lower edge of the window. Click a letter to
show only those jobs in which the Description starts with the selected letter. Click All to show all jobs.
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Note: You can use any combination of the above filters to find the required job. For example you can perform
a search to find all the jobs with a particular status that were modified before a given date and that were
created by a particular person. You can set all the filters and then perform the search, or you can perform
separate searches using one filter at a time. Click Reset to remove all search criteria and display the full list.

7.3.2. The Job List Toolbar

e Delete — delete the selected job(s).

e Search — commence a search based on the selected filter criteria.

e Reset - click to remove all search criteria and display the full list.

e Export Jobs - select the jobs you wish to export and click this button to commence the export task.
e New Job — create a new job.

e Import Job —import a job that has previously been exported, for example when you wish to copy a job from
another server into this server.

7.3.3. Procedures in the Job List Window

7.3.3.1. How to Create a New Job

This function allows you to create a new job from the bottom up. Note that you can also create new jobs by duplicating
existing jobs (see the Current Job > Job Information tab section) and by importing jobs from other servers (go to
How to Import a Job on page 203 for more information).

1. Click the New Job button located towards the right end of the Job List toolbar.

The New Job Properties dialog box opens.

Job Number

Job DescHption

(s].4 Cancel

Figure 238 The New Job Properties dialog box

2. Type in a unique job number.

Note: The Job Number can only include letters, numbers and underscore (). Do not use space or special
characters (for example &, /, # etc.).

3. Type a description of the job into the Description field.
Note that the first letter used in this description will be used in the alphabetical filter.
4. Click OK.

The job is created and added to the job list. You can now select the new job and go to the Current Job
window to set the details and panelist selection criteria.

7.3.3.2. How to Import a Job

Use this function to import a job that has for example been created on a different server and exported to a file (see
also section (go to How to Export a Job on page 135 for more information)).
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1. Click the Import Job button located towards the right end of the Job List toolbar.
The Job Import dialog box opens.

(JobTmport |

File to upload | |[ Browse... |

Job Number | |

Figure 239 The Job Import dialog box

2. Click Browse to open a standard Windows browse dialog box, and find the file you wish to import.
Type a unique job number into the Job Number field.
4. Click OK.

The file is imported and added to the Job List. You can now select it in the Job List and go to Current Job to
edit it.

7.3.3.3. How to Delete a Job

Jobs that are no longer needed can be deleted from the system. Note that once a job has been deleted it cannot be
undeleted, you will need to rebuild it. You can delete any number of jobs simultaneously.

1. Go tothe Sample Management > Job List menu comment.

The Job List window opens.

2. Find the job or jobs you wish to delete.
Click in the check boxes for those jobs to select them.
4. Click Delete.

The selected files are permanently deleted.

7.4. Active Job List

This window lists all the sampling jobs that are currently “in production”. Once a job is complete, the sample is linked
to the survey and the panelists are invited to respond, then the job is moved to this list from the Job List.

Active Job List

17 Sareh| 2 Recet status| A ncive ] pate ik Mating oate ¥ =] B Dy astare clazima = 1 |
Job Humber Hame Run Number Status Project ID Mailing Dats Days Before Closing Size 2
[ J [ || \ L ] L 1

Al Dog survay Production p0266448 07/07/2010
A2

AS

26 Demo job
tactt

Production p0263073 07/07/2010
Production p0263073 07/07/2010
Production p0265448 07/07/2010
Bradurtinn nNZRR44AR 20/n8/2010

FRITRITRITN
2Soooo
w
=1
=5

Figure 240 Example of the Active Job List

7.4.1. The Search Fields

You may have a large number of jobs that are active at one time, and a search through the list for the one job that you
wish to view could be time-consuming. Confirmit therefore provides you with a set of filters so you can reduce a long
list to a manageable size.

e Status — allows you to search for jobs according to their current status. Click the drop-down arrow beside the
field to open a list of the statuses, select the one required and click Search.
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Date Filter — use to find active jobs based on their dates. Select the “type” of date you are looking for, for
example the mailing date, select the operator, for example < will give all dates less than (before) the selected
date, and select a date, then click Search.

Days Before Closing — use to find active jobs based on the number of days remaining before the survey
closes. Select the operator, for example > will give all jobs with more than the specified number of days
remaining, and type in the number of days, then click Search.

7.4.2. The List Columns

Job Number — the number of the job. Click the link to open the Active Job Details page for the job (go to The
Active Job Details Page on page 205 for more information).

Name — the name of the job.

Run Number - a sampling job can be run any number of times, allowing you to check the results and adjust
the parameters to achieve the desired sample. This column displays the run number for the sampling job.

Status — indicates the current status for the job.

Project ID — the identification number of the survey project to which the sample is attached.

Mailing Date — presents the date on which the survey was mailed to the respondents in this sample.
Days Before Closing — the number of days that this survey and sample will remain active before closing.

Size — the number of panelists specified for this sampling job.

7.4.3. The Active Job Details Page

Click on a blue Job Number link in the Active Job List to open the Active Job Details page for that job, as shown in
the example below.
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@ Back Save

Mailing Date a7/07/2010 :ﬁ

Update Complates Rula Mo items available ¥ | Gl
Update Non Responder Date :ﬁ =
Update Non Responder Rule Mo items available | Gl

Update Non Responder Performead

Close Date :ﬁ =]
Survey Closing Rule Mo items available v | Gl
Status Production |

Job Number Al

Name Dog survey

Sample Reserved Date 070772010
Modified By olea_pros

Project Number p0266448

Uploaded Date 07 /07 /2010
Created By olea

Size 500

Last Completed Run

Figure 241 Example of an Active Job Details page

The properties and data fields are as follows:

Mail Date - the date the survey is to be emailed to the selected respondents.

Update Completes Rule - this field displays the rule that is to be used to define what is to happen when a
respondent completes the survey. If you wish to change the rule that is to be used, click the down-arrow and
select the required rule from the list available.

Update Non-Responder Date - this is the date by which the respondents are to have completed the survey. If
a respondent has not completed the survey by the specified date, then the rule specified below will be
implemented. If you wish to change the date, click the Calendar button and select the required date.

Update Non-Responder Rule - this field displays the rule that is to be used to define what is to happen when
a respondent has not completed the survey by the specified date. If you wish to change the rule, click the
down-arrow and select the required rule from the list available.

Update Non-Responder Performed - once the Update Non Responder Rule has been performed, this box is
checked by the system to indicate completion.

Close Date - the date the survey is closed for the sample. If you wish to change the date, click the Calendar
button and select the required date

Survey Closing Rule - this field displays the rule that is to be used to define what is to happen when
the survey is closed. If you wish to change the rule that is to be used, click the down-arrow and select
the required rule from the list available.

Status - the current status for the job. If you wish to change this status, click the down-arrow and select the
desired status from the drop-down list.
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7.5. Matrix List

This window lists all the matrices currently available in your Confirmit database.

|><_ Delste | Sesrch / Raset  panel Fields New Matriz | Import Matrix|

[ name Created Created By Modified Modified By | LastJob Used | Last Used Dats source Summary @
- B - i - B

[ Rregion 18/08/2010 clea_pros 18/08/2010 cles_pros All panelists key
demographics

[] peme Age/Gendar/Ragicn 18/08/2010 clea_pros 18/08/2010 cles_pros All panelists key
demographics

m)

[ Age/Gendar/Region 18/08/2010 clea_pros 01/09/2010 cles_pros All panslists key
demographics

m)

[ Age/gender 07/07/2010 clea_pros 07/07/2010 cles_pros AL 07/07/2010 All panslists key
demographics

W)

Figure 242 Example of the Matrix List

The list of matrices may be extensive, so Confirmit provides you with a set of filters so you can reduce a long list to a
manageable size. The filter fields are:

e Panel Fields — allows you to search for matrices based on specified panel fields, for example all matrices with
Age as or in a dimension.

¢ Name - type in the name of the matrix you are looking for, then click Search. You can use the * character as a
wildcard, and type in part of the name.

e Created — enables you to search for matrices depending on when they were created. Click the drop-down
arrow beside the operator field and select the required operator, then click on the calendar icon beside the
field and select the date. When you are ready, click Search. For example, select the > operator and a date to
list all the matrices that were created after the selected date.

o Created By — allows you to search for matrices created by specific users. Type the user’s identification (as
used by Confirmit) into the field, or use standard Windows copy and paste functionality, and click Search.

e Modified — enables you to search for matrices depending on when they were last modified. Click the drop-
down arrow beside the operator field and select the required operator, then click on the calendar icon beside
the field and select the date. When you are ready, click Search. For example, select the >= operator and a
date to list all the matrices that were modified on or after the selected date.

e Modified By — allows you to search for matrices modified by specific users. Type the user’s identification (as
used by Confirmit) into the field, or use standard Windows copy and paste functionality, and click Search.

e Last Job Used — allows you to search for matrices according to the job they were last used with. Type or copy
the job ID into the field and click Search.

e Last Used — enables you to search for matrices depending on when they were last used. Click the drop-down
arrow beside the operator field and select the required operator, then click on the calendar icon beside the
field and select the date. When you are ready, click Search. For example, select the <= operator and a date to
list all the matrices that were used on or before the selected date.

e Summary- click on the icon to view a summary of the dimensions included in the matrix.

Note: You can use any combination of the above filters to find the required matrix. For example you can
perform a search to find all the matrices that were created before a given date and that were created by a
particular person. You can set all the required filters and then perform the search, or you can perform
separate searches using one filter at a time.

Across the bottom of the window is an alphabetic filter — click a letter to display only those matrices in which the Name
starts with the selected letter. Click Reset to remove any search criteria and display the full list.

7.5.1. Procedures in the Matrix List Window

7.5.1.1. How to Create a New Matrix

1. Inthe Matrix List window, click the New Matrix button located towards the right end of the toolbar.

The New Matrix dialog box opens.
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Matrixz Mame | |

| (a].4 || Cancel |

Figure 243 The New Matrix dialog

2. Type a name for the new matrix into the Matrix Name field.
3. Click OK.

The Sample Management > Current Matrix window opens at the General tab.

General I Dimensions " Weights || Report |

H Save Duplicate Export Matrix | Walidate Matrix

Matrix Name |Matrix2

Created By usermanual

Created Date Z28/08/2008 13:15:12
Modified By usermanual

Modified Date 28/08/2008 13:15:12
Last Accessed

Last Job Used

Last Used

Figure 244 Creating a new matrix

You now need to define the dimensions and segments for the matrix (go to Current Matrix on page 186 for more
information)

7.5.1.2. How to Import a Matrix

You may wish to import a matrix from a different server. A matrix is exported from a server as an .xml file attached to
an email. See section (go to How to Export a Matrix on page 197 for more information) for further details on exporting.

1. Open the email and save the attached .xml file to a logical folder on your server.
2. Open Confirmit and go to the Sample Management > Matrix List menu command.
The Matrix List window opens.
3. Click the Import Matrix button located in the upper right corner of the Matrix List window.

The Matrix Import dialog opens.
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Matrix Import

File to upload | |[ Browse... |

Matrdix name | |

Figure 245 The Matrix Import dialog box

4. Click Browse to open a standard Windows file selection dialog, browse to the .xml file and select it, then click
Open.

The .xml file name is added to the File to Upload field.

5. Type a logical name for the matrix into the Matrix Name field.
This name will be displayed in the Matrix List window.

6. Click OK.

The matrix file is uploaded and added to the matrix list. You can now edit the matrix as required and add it to a
job (go to Current Matrix on page 186 for more information).

7.6. Scheduling

This window lists the jobs that are awaiting execution and those that have been run. To open the Scheduling window,
go to the Sample Management > Scheduling menu command.

p Search ./ Resst Remove Mouve Backward Move Forward  iew Refrash
D Job Number Job Type Status Schedule = Mailing Date Progress Log Entry User ID Comment z
D joffe SamplingExecutelob In Queus 30/08/2008 10:00:00 05/09/2008 0% nigelb_pros

0 of 1 selected.

p Search ¢/ Reset| Remove| Move Backward Move Forward | iew Refresh
Job Number Job Type Status Schedule Progress Log Entry User ID Comment =]

No items available

Figure 246 Example of the Scheduling window

The window contains two lists:

e Sampling Jobs — the queue of sampling jobs that are waiting to be run.
e Other Jobs — support jobs, such as importing files or exporting to a different server.

Both the lists have the following buttons and options:

e Search —type search criteria into the job number field then click Search to reduce the list to only those jobs
answering to the criteria.

e Reset - click to remove all search criteria and display the full list.

e Remove — click to delete a selected job from the list.
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Move Backward — moves the selected job to 1 minute after the next job in the list.

Move Forward — moves the selected job to 1 minute before the previous job in the list.
View — select Active or Inactive.

Refresh — click to update the lists.

7.6.1. The Sampling Jobs List

The Sampling Jobs > Active list contains those jobs that are waiting to be run.

1.

Click the link in the Schedule column to open the Task Scheduling window for the job.

L
ﬁ Claze

D=finition I Recurrence " Parametars " Instances
Task Type Sampling - Execute Job
ID 3334
Owner |nige||:|_|:|n:\5 |
Company Confirmit ASA
Project Id pO145462
Comment

Command Line |Firmglobal.Confirmit. Tasks.5ampling

Save || Run task

2 200% Confirmit

Figure 247 Example of the Task Scheduling window

This window contains the Recurrence Pattern dialog. Here you can change the recurrence settings, disable (delete)
the task, or override the recurrence settings and start the task immediately.

In the Recurrence tab, click Change to open the dialog for access to the recurrence settings (go to The Task
Definition Properties Dialog on page 177 for more information).

7.6.2. The Inactive List

1.

To view the Inactive job-list, go to the Sampling Management > Scheduling menu command, click the down-
arrow beside the View field and select Inactive.

The Inactive list contains all the jobs that have been run. The job status column indicates whether the job was
completed or aborted by the system.

Note that a job may be aborted by the system for many reasons, for example the system may not be able to
find the required number of panelists, or there may be a problem with the date or exclusion setup.

To view the report for a completed job, click the link in the Log Entry column for that job. The Task Log window
opens.
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A Task Log -- Webpage Dialog

Task Log

Sampling - Execute Job

| Definition || Recurrence || Parameters I Instances

05/02/2008 10:11:15 @ Aborted by System

Sampling - Execute Job

0% 23% S0% 75% 100%
Task Id: 109158

Status: Aborted by system

Assigned server: VM110

Schedule: 05/02/2008 10:11:19

Start Time: 05/02/2008 10:11:24

End Time: 05/02/2008 10:11:37

Elzpsed Time: 00:00:13

{10:11:24) Initisting task: Sampling - Execute Job

{10:11:29) Starts building aggregated Sampling Matrix...

{10:11:29) Starts BitStream generation...

(10:11:37) Execute Jobs failed: Firmaglobal.Confirmit.TaskManagement.TaskabortException:
Error in the application. Server stack trace: =t
Firmglobal.Confirmit.Core.BusinessManagers.BitStream.BitStreamManager.EndBitStreamSession

BitStreamWritaState writeSta...
(10:11:37) Task instance aborted by Confirmit

© 2008 Confirmit

Figure 248 Example of the Task Log for an aborted job

e The Definition tab holds the details of the job.

o If the job has been set up to recur then the Recurrence tab provides details of when etc. Click Change to
change the recurrence settings (go to How to Set Up Recurring Tasks on page 166 for more information).

e The Parameters tab shows the job's parameters.

e The Instances tab shows the date and time of the task, and how the run progressed (see the figure above). If
this is a recurring job then there may be more than one run listed in this tab. In this case click on the blue
date/time link for a particular run to view the progress list for that run.

Click the Close button located in the upper right corner of the window to close the window and return to the
Scheduling list.

7.6.3. Procedures in the Scheduling Window

7.6.3.1. How to Abort Execution of a Sampling Job

There may be a time when you need to delete a sampling job from the schedule before it has been performed.
Proceed as follows:

1. Go tothe Sample Management > Scheduling menu command.

The Scheduling window opens (go to Scheduling on page 209 for more information).

2. In the Sampling Jobs list, find the job you wish to delete and click in its checkbox to select it.
3. Click Remove.

The job is deleted from the list and will not be performed.

7.6.3.2. How to Change the Job Schedule Settings

After a job has been scheduled, you may need to change the settings.
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1. Go tothe Sample Management > Scheduling menu command.

The Scheduling window opens (go to Scheduling on page 209 for more information). The jobs listed in the
Active list are those that are scheduled but that have not yet been executed.

2. Click on the link to the job that you wish to change.

The Task Scheduling window opens with the Recurrence Pattern dialog (go to The Sampling Jobs List on
page 210 for more information).

3. Click Change.
The Recurrence tab opens enabling you to edit the settings.

4. Make the required changes.
Click Save.

The Recurrence Pattern dialog is updated to show the new settings.

7.7. Concurrent Sampling

| Note: The Concurrent Sampling functionality is an add-on and is subject to payment.

7.7.1. Background

In a normal sampling task, each sample is calculated from the available resources (the panelists that have not yet
been selected for other jobs) with no awareness of the requirements of any following samples. This process is called
Sequential Sampling, and the result is that the first samples extracted have first rights to the resources. As later
samples are extracted, the pool of resources in certain categories may be exhausted leaving none available. The
sample selection operator would normally attempt to look ahead at the sample jobs in the queue, and make manual
adjustments to the earlier job specifications so that some scarce respondents will be available for later jobs. This
process is dependent on the skill of the operator, but is also rather crude and imprecise. Furthermore, comparison of
such jobs, presumably of equal priority, is very difficult.

The Concurrent Sampling functionality processes multiple sample selection jobs simultaneously. Each job will have a
different selection criteria and structure, with different target sample counts, based on output or returns, and will make
the trade-offs when allocating scarce panel resources. The result in this case will be that scarce resources are
allocated fairly across multiple sample jobs.

7.7.2. The Concurrent Sampling Window

Go to the Sample Management > Concurrent Sampling menu command. The Concurrent Sampling window opens.
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@ Concurrent Sampling List Confirmit. /™
everywhere c.—
."i:]Home T Panel Setup ~ Panel Utilities ~ Panel Managernent = [Sample Management = ~ |User: Apple, Adam Log Off | ©
Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Concurrent Sampling Multiple Sample Upload Tester Termplate List Sampling Settings 4 @|
|p Search Mew Concurrent Sampling
D w Concurrent Sampling Name Job IDs Job Numbers Created Created By e
[= & I | | | | [= =] =] |

No items available

Page 1
Concurrent Sampling Job List
Job ID Job Number + | Run Number | Status Mailing Outgs Panel Updated Uploaded Cutge Report HTML | Outge Report Excel &

Mata

No items available

Page 1

Panel: Confirmit Week Demo (p0162745)] Current Rule: (none)] Current Job: Soft drinks tracker (1] Current Matrix: CountryGender i.anguagelEninsh hd Database

Figure 249 Example of the Concurrent Sampling window

The window contains two main areas:
e Concurrent Sampling List - lists the concurrent sampling jobs that are currently available to be run.

e Concurrent Sampling Job List — the jobs that have been selected to be run in the concurrent sampling task.

7.7.3. How to Run a Concurrent Sampling Job
1. Gotothe Sample Management > Concurrent Sampling menu command.
The Concurrent Sampling window opens.
2. Click the New Concurrent Sampling button towards the right end of the toolbar.
The New Concurrent Sampling window opens.

3. Inthe Available Jobs list, find the jobs you wish to run concurrently and select them by clicking in the boxes at
the beginning of the rows.

If the list is extensive, you can search using the Job Number, the Description or the Mailing Date.
Click Add to move the selected jobs to the Selected Jobs list.
In the Execute Job Properties column, select and/or set the required options.

Click Execute.

N o g &

In the event you have selected Schedule for later execution in the Execute Job Properties area, a dialog will
open to allow you to set up the recurrence pattern. Make the appropriate settings and save.

The job will run as specified. On completion, the samples can be handled as “normal”.
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7.7.3.1. The Execute Job Properties

o Pull to Expected Returns — each panelist can be given a grade for the probability that he/she will reply to the
questionnaire. This variable must be created as a system field in the panel survey, and must be an open
numeric object with a value between 0 and 1. The value of the variable will normally be calculated for the
individual panelists using a rule, and will be based on the responses to previous surveys. The value is used
during the sampling process to calculate how many panelists must be selected for a sample to ensure that the
required number of responses are received. When the Pull to Expected Returns property is selected, the
Expected Return Variable will be used for each panelist when creating the sub samples.

Note: The Expected Return Variable must be included in the Data Source for the selected jobs. To enable this,
you must specify an Expected Return Variable on the Sampling Settings page (go to The General Tab on page
218 for more information).

¢ Update Panel — ensure this box is checked if you wish to create a sample and update the database. This
action will reserve the selected panelists for the job, ensuring they cannot be used for other jobs during the
exclusion periods.

Click in the box to deselect it if you wish to perform a “dry-run” of the sample selection process. Confirmit will
then apply all the expressions and exclusions, will check the system setup, and will present a report with all
the appropriate information, but no changes will be made in the database and the panelists will not be
reserved. Use this to test the job setup to ensure you get the required panel. You can perform as many dry-
runs as you wish.

Note: If you execute the job with the Update Panel option selected, you can remove the panelist reservations
from the database afterwards. To do this, click the Remove Job from Panel button that appears in the tab’s
toolbar.

e Generate Sample File — ensure this box is checked if you require the sample file (the list of panelists reserved
for the job) to be created.

Note: If you select to create the sample file but not to update the panel database, then Confirmit will have no
record that the selected panelists have been involved with this job. These same panelists may then be
included in later jobs, and will not be excluded automatically by date and/or category.

e Comments — type any comments into the free-text data field.
e Start Time — click the down arrow to open a drop-down list of the options available:

0 ASAP - start the job as soon as possible. The job will be queued behind any other jobs awaiting processing
in the database, and will be run as soon as the processor is available.

oSchedule for later execution — select this option if you want to run the job execution procedure at a later
time. If this option is selected, when you click OK, a dialog opens in which you can set the required time
and date for the procedure to be run, and whether you want the job to be repeated (go to How to Set Up
Recurring Tasks on page 166 for more information).

7.8. Multiple Sample Upload

This menu command enables you to upload several jobs simultaneously. Note that the jobs must have been
executed.

1. Go tothe Sample Management > Multiple Sample Upload menu command.

The Multiple Sample Upload window opens as shown in the example below.
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fﬂ]Home * Admin * End Users ~ CAPIfKiosk = Panel Setup = Panel Utilities * Panel Management - ~ |User: Bennett, Migel /ﬂ
Current Job |Current M atrix |J0b List |Actiue Job List | Matrix List | Scheduling |Concurrent Sarnpling |Mu|tip|e Sarnple Upload Tester Ternplate List | Sarnpling Settings -

| Uplaad |
Available Jobs Upload 5ample Properties
A search db add Add all Project ID | |[ select project |
I:‘ Job Number * Description Mailing Date e Test D
Database
| /1 | [= ] =
Comment |
I:‘ job7 Test job7 - Date elimination with surveystatus = 0 20.05.2007
I:‘ job1 Test jobl - Universal filters 13.05.2007
0 of 2 selaced. Page 1
Selected Jobs
X Remowe Remawve All
Job Number * Description Mailing Date e
No items available
0 of 0 seleced, Page 1

Panel: Cormrnunity Panel Test,,, (p0220548) Current Job: Multi-Upload jobl (job1i0) Current Matrix: (none) i.anguage|Eng|ish * | Database Production V||Samp1

Figure 250 Example of the Multiple Sample Upload window

Here you must specify the project the jobs are to be uploaded to.
2. Inthe Upload Sample Properties column, click Select Project.

The Available Survey Project window opens, listing the projects currently available.
3. Select the project you wish to upload the jobs to, and click OK.

The Available Survey Project window closes and the project number is added to the Project ID field.
4. In the Available Jobs list, select the jobs you wish to upload and click Add.

The selected jobs are grayed out in the upper list and are moved to the Selected Jobs list below.

5. Click Upload towards the left end of the Multiple Sample Upload window toolbar.

The task window appears as in the example below. Click the Task ID links to see the details pages for the

tasks.

The following tasks have been scheduled:

Task ID Status Job Number Description
1076 Completed jobi Test jobl - Universal filters
1077 Completed job7 Test job7 - Date elimination with surveystatus = 0

Figure 251 Example of the task list

6. On completion, click OK.

The task list closes and you are returned to the Multiple Sample Upload window.
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7.9. Tester Template List

Go to the Sample management > Tester Template List menu command. This window enables you to add rows to
the respondent database that you can then populate with “dummy” respondent information such that you can test the
survey and the system setup before you send it out to the actual respondents.

A Template in this instance is a set of dummy respondent information that you can create and store such that it is
available to be added to the respondent database when required.

You can set up any number of such templates for a panel, and add different respondent information to each such that
you can check different parts of the survey logic.

In the event the list is extensive, Confirmit provides a search facility to assist you with finding the template you wish to
use. This functions in the same way as the other search facilities in Confirmit.

X Delete p Search Mew Tester Termplate
[]! Template Name Created Date Created By =
| | [= =] 52 |
D Doc Test 1 08/01/2009 14:44:14 nigelb
l:‘ Doc Test 2 08/01/2009 14:44:46 nigelb

Figure 252 Example of the Tester Templates window

7.9.1. How to Create a New Tester Template

1. Click New Tester Template in the upper right corner of the window.

The New tester Template dialog box opens.

Yew Tester Template

Template Name | |

Cancel || || || Fimish

Figure 253 The New Tester Template dialog box

2. Type in a name for the template
3. Click Finish.

The template is created and the Tester Template page opens.

- 216 -




Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

@ Back Save and Cloze [H] save

Template Name |Do|: Template 1

Created Date 25,/08/2008 09:51:55
Created By nigelb_pros

Updated Date

Updated By
> Remoue ok Add Seleck Colurmns
Panelist ID Email Group Code z

No items available

Figure 254 Creating a new tester template

You now need to add the dummy respondents to the template.
4. Inthe lower part of the page, click Add.
A row is added to the table.

5. Type a panelist ID into the first field, a valid email address into the Email field, and type a group code into the
other field.

This Group Code corresponds to the codes specified in the sub-sample.

6. Repeat steps 4 and 5 until you have the required number of “Test respondents” in the template.

@ Back Save and Cloze [H] save

Template Name |Do|: Template 1

Created Date 25,/08/2008 09:51:55
Created By nigelb_pros

Updated Date 25,/08/2008 09:55:42

Updated By nigelb_pros

> Remoue ok Add Seleck Colurmns
|:| Panelist ID Email Group Code z
F |SDIZIDIZIDIZI]. | |adam.avian@:onﬁrmit.:om | |DE |

O [zo000002 | |belinda.brant@cenfirmit.com | o= |

O [s000000z | |charles.chukar@canfirmit.com | |12 |

Figure 255 Example of a tester template

7. Click Save and Close or Save to save the changes, then click Back to return to the Tester Templates list.

You can now add the dummy “test respondents” created in the template to the bottom of the respondent database.
The respondent data fields for these new rows in the database are then populated by data copied from the same
number of rows at the top of the database. In this way, the test respondents will automatically fulfill the category, date
and other requirements such that they are accepted as “members” of the sample in the database (go to How to Add
Test Panelists to the Database on page 176 for more information).

-217 -



Confirmit 21 Professional and Standard Panels User Guide Confirmit Confidential

7.10. Sampling Settings

The Sampling Settings page allows you to set default values and rules for the panel. These settings apply only to the
panel currently in use.

Go to the Sample Management > Sampling Settings menu command.

The Sampling Settings page opens at the General tab.

7.10.1. The General Tab

Use this page to set the default properties for the panel.

Note: A number of the features on this tab can be shown or hidden as required for specific projects. To
enable or disable features, go to the Panel Management > Panel Settings menu item Features tab (go to The
Panel Settings Features Tab on page 128 for more information).
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General Categorization Tree | Property Definitions || Sample File Field Templates || Survey Rule Templates

Save Refresh Survey History Job Information

Panel ID

Date Exclusion Pre Days o

Date Exclusion Post Days 0

Individual Rest Days Variable Mone -~ g
Category Exclusion Pre Days 0

Category Exclusion Post Days 0

Property Exclusion Pre Days 0

Property Exclusion Post Days 0

Survey History Include Months o =]

Set status of job to Production =
upon wpload I:l g

Validate Background Variables |:| =]

Job Number Pattern =]
Drefault Project Filter Length 0 =]
Default Survey Rule Template Mo items available + @)

Default Sample File Field

Template No items available + (&l

Default Data Source No items available + I
Default Category -

Project Exclusion Default

Enabled

Project Link Reguired |:|

Category Required &l

Output Rule Edit

Posting Rule Edit

CATI scheduling Full scheduling - g
Sampling Algorithm Concurrent sampling =
Dimension Collapsing Handling Collapse Similar -~ g

Support Overlapping Segments |:| Q]

Skip Redistributing Excess =
Weights I:l =
Expected Return Variable No items available + g

Figure 256 The Sampling Settings page General tab

This page contains the following properties and information:
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e Panel ID - the unique identification number for the panel. This is allocated automatically by Confirmit when the
panel is first created and cannot be changed.

e Date Exclusion Pre Days - this is the default value for the “number of days before mailing date” in the date
exclusion function (go to How to Set the Date Exclusion Function on page 143 for more information).

e Date Exclusion Post Days - this is the default value for the “number of days after mailing date” in the date
exclusion function (go to How to Set the Date Exclusion Function on page 143 for more information).

e Individual Rest Days Variable - a numeric variable can be included in for example a registration survey,
which specifies a required number of "rest days" for the individual panelists. The panelists will then be
excluded from any samples for the number of days specified. When you wish to make use of this property, use
this field to select the variable that contains the panelists' individual rest days. With this property set, the
Individual Rest Days for a panelist will by default override the global Date Exclusion rule (go to The Auto Job
Exclusion Tab on page 138 for more information) and this property can itself be overridden by other inclusions
or exclusions such as category, property and manual. If no value is specified for a particular panelist, then the
global rule will be used for that panelist. The variable must be an open numeric.

e Category Exclusion Pre Days - this is the default value for the “number of days before mailing date” in the
Category Exclusion function (go to How to Set the Category Exclusion Function on page 142 for more
information).

e Category Exclusion Post Days - this is the default value for the “number of days after mailing date” in the
Category Exclusion function (go to How to Set the Category Exclusion Function on page 142 for more
information).

e Property Exclusion Pre Days - this is the default value for the “number of days before mailing date” for
excluding properties(go to The Property Definitions Tab on page 223 for more information).

e Property Exclusion Post Days - this is the default value for the “number of days after mailing date” for
excluding properties (go to The Property Definitions Tab on page 223 for more information).

e Survey History Include Months — the number of months that items in the survey history will be included in
the BitStream files used by the sampling process. Type in the desired value.

e Logging Enabled — enables or disables extra logging of the sampling balancing algorithm’s behavior. Note
that this property is only available if the System Configuration setting SamplingLoggingEnabled is enabled on
site.

e Set Status of Job to Production... - a job will not normally be given the Production status before first real
panelist has been invited by email. Check this box to set a job status to Production once the sample has been
uploaded.

e Validate Background Variables — check to enable validation that the fields in the sampling file exist in the
survey to which the sample file is to be uploaded.

¢ Job Number Pattern — a regular expression used to determine the legal syntax of a job number.

o Default Project Filter Length — specifies the length of search-criteria when finding a survey to which a
sample is about to be uploaded. This property should be used if the survey hames correspond to Job
Numbers.

e Default Survey Rule Template — the Survey Rule Template that is to be used if no other Survey Rule
Template is specified based on custom properties (go to The Survey Rule Templates Tab on page 226 for
more information).

e Default Sample File Field Template — the Sample File Field Template to be used if no other Sample File
Field Template is specified based on custom properties (go to The Sample File Field Templates Tab on page
225 for more information).

o Default Data Source — for each sampling job that is created, the user must specify a data source (a BitStream
variant created via a rule) that is used as the source for sampling. If you have multiple data sources, it is
possible to specify which data source is to be set as the default when creating a new job.

e Project Exclusion Default Enabled — this also applies to hew jobs. When enabled, the new exclusion
“Project Exclusion” is by default checked for new jobs. When enabled, the job must be linked to a project. This
property is related to the Project Link Required property below.
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e Project Link Required — when checked, all new (and old) jobs must be linked to projects before they can be
executed.

e Category Required — when enabled, the user must select one or more categories on the Job Information
page before the job can be executed.

e Output Rule — use this to set the formatting rules for a sample file. Here you can specify the format for date
fields, numeric and Boolean values, and create aliases for the sample file headers. Click Edit to open the Rule
Editor page (go to Current Rule on page 77 for more information).

e Posting Rule — you can run a panel rule for a specific sample file. For example, if you have a survey that
requires specific header names for the columns in the sample database, then use this rule to change the
headers as required. Click Edit to open the Rule Editor page(go to Current Rule on page 77 for more
information).

e CATI Scheduling - when you do a respondent upload from a file to a CATI survey you can set the CATI
scheduling. This will automate the assignment and scheduling of your CATI respondents. Respondent data
being loaded into a CATI-enabled survey can have one of the following scheduling modes applied:

o Simple scheduling — will by default create a call without an assignment with a time to call of now. The
following respondent data can adjust the call created:
CatilnterviewerID will assign the call to the specified group/interviewer 1D, a blank (or invalid) value will
result in no explicit assignment being made.
CatiCallTime will assign the date and time to call based on the respondent timezone or the local company
timezone if no timezone is specified, defaulting to the company local timezone, a blank (or invalid) value
will result in the time to call to be set to now. An example value could be: 2001-03-14 13:30.
CatiExtendedStatus will assign the extended status to that value, a blank (or invalid) value will result in the
extended status being set to be Fresh Sample (16). Values other than 16 will not have a call created for
them.

o Full scheduling — will run all respondent data through the full scheduling engine and adhere to all calling
rules. This mode should be used if advanced scheduling is required at the respondent loading time.

Note: CATI Scheduling is only available for a CATI-enabled survey. Refer to the Authoring User Guide for
further details.

e Sampling Algorithm - allows you to specify the sampling algorithm to be used for single job execution. The
options are Sequential Sampling and Concurrent Sampling (go to Concurrent Sampling on page 212 for more
information). When Concurrent Sampling is selected, the Expected Return Variable property becomes
available (see below).

¢ Dimension Collapsing Handling - by default, Confirmit will collapse similar dimensions in the nhew combined
matrix as this will minimize the complexity of the combined matrix. Using this property you can select to
collapse only dimensions that are identical. This will maintain more complexity in the matrix, but the data in the
resulting report will be easier to understand.

e Support Overlapping Segments - when running Concurrent Sampling, a new combined matrix will be set up
to include all the dimensions in the different jobs. Similar dimensions will be collapsed according to the
Dimension Collapsing Handling setting selected (see above). If Dimension Collapsing Handling is set to
"ldentical" and "Support Overlapping Segments"” is not enabled, only the overlapping parts of the similar
dimensions will be available for sampling.

e Skip Redistributing Excess Weights - after each sampling balancing iteration, any excess weights on
segments are redistributed to segments with available panelists. This is done to increase the total outgo.
However this can lead to over-sampling of some segments compared to the specified weights. Check this box
to prevent redistribution and avoid the risk of over-sampling.

e Expected Return Variable — this property appears in the tab when Sampling Algorithm (see above) is set to
Concurrent Sampling and saved. This property can only be used if one of the variables in the database
contains the panelists’ probability of answering a survey - in which case you select from the drop-down list the
variable to be used. The variable will be a system field in the panel survey, and must be an open numeric
object with a value between 0 and 1. The value of the variable will normally be calculated for the individual
panelists using a rule, and will be based on the responses to previous surveys. Note that the variable cannot
be zero for any of the panelists. This variable will be used when Pull To Expected Return is selected when
running a concurrent sampling job (go to The Execute Job Properties on page 214 for more information).
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7.10.2. Refresh Survey History Job Information

When creating a job, you can set some custom properties in Sample Management > Sampling Settings (go to The
General Tab on page 218 for more information) and choose that these properties should be copied to the Survey
History table when the job is executed (by setting the Characteristic property to Loop Support (go to Question
Properties on page 22 for more information)). However if the job's properties are later changed, they will only be
changed on the job itself, not in the Survey History table.

The Survey History table is only updated when Refresh Survey History Job Information is clicked; the
values/properties in the Survey History table are then synchronized with the values/properties in the job. Note
however that to be able to refresh the Survey History table, a number of criteria must first be met:

¢ Inthe Panel Setup > Designer menu command, the Panel Variables toolbox > Survey History variables
must be added with an ID the same as the ID of the custom property for the job.

e The Characteristic property must be set to LoopSupport for all variables that are to be copied to the Survey
History table.

e The Property Definitions tab for the job must have the Survey History Support property checked (go to The
Property Definitions Tab on page 223 for more information).

The Refresh Survey History... button will then be active, and when clicked will synchronize the property values in
the Survey History table with the property values in the job.

7.10.3. The Categorization Tree Tab

Use this tab to create and manage a hierarchy tree for the categories used in the panel. The categories are defined by
the user (company) and used to classify jobs, with each job belonging to one or more categories. You can then use
these classifications when for example setting up exclusion rules for sampling (go to The Job Information Tab on page
133 for more information).

General | Categorization Tree | Property Definitions | Sample File Field Templates | Survey Rule Templates

=l 2% Categorization Tree Save
E = Category Id 8
= 1) SampleType
D BasicSample Category Name |Demc
D ConcurrentSample
D SegSample

Figure 257 Example of the Categorization Tree tab

7.10.3.1. How to Add Groups and Categories to a Panel
To add a categorization or a group to the tree:

1. Go tothe Sampling Management > Sampling Settings menu command and click the Categorization Tree
tab.

2. Right-click on the item after which you wish to create the group or categorization, then select Add Category or
Add Categorization Group from the drop-down menu as appropriate.

The Categorization Group Name or Category Name form opens as appropriate.
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Save

Categorization Group Name |({new group ltl

Save

Category Id 1

Category Name |[new category 1)

Figure 258 The Category Group and Name entry forms

3. Type the name for the new item into the Category Name field, then press Return or click Save to save the
changes.

Note: Only alpha-numeric characters, underscore, parenthesis, apostrophe and space may be used in these
fields.

The Group or Categorization is added to the tree.

General | Categorization Tree | property Definitions | Sample File Field Templates | Survey Rule Templates

=l 2% Categorization Tree Save
new category 9)
E - = Category Id ]
E Demo
= I SampleType Category Name || new category 5)

D BasicSample
D ConcurrentSample
D SegSample

Figure 259 Example of a Categorization Tree with Groups and Categories

These categorizations will be available to you in the Category fields on the Job Information tab when creating and/or
editing the current job (go to The Job Information Tab on page 133 for more information).

7.10.4. The Property Definitions Tab

This tab lists the existing Property Definitions, as shown in the example below.

General | Categorization Tree | Property Definitions | Sample File Field Templates | Survey Rule Templates

|>< Celete Mew Property Definition
D Name 1d Required  Showin Joblist | Use Sample File Field Template Survey Rule Template Survey History Support e
[ customlobstatus €35 v v

I:‘ Project_Manager projman v v v

v

Figure 260 Example of the Property Definitions list

The tab allows you to apply your own properties to jobs. Properties can be used not only to categorize jobs, but also in
for example panel rules. You can specify which of the custom properties, and how many of them, are used.

To edit an existing Definition, click on the blue Name link. The Properties page opens for the definition.
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General " Categorization Tree I Property Definitions I Sample File Field Templates " Survey Rule Templates

|® Back Save and Close u Save |

Property Name |Cu5tomJDbEtatu5 |

Property ID [c1s |

Is Required Show in Joblist DUse Survey Rule Template |:|Surve',r History Support (=] Use in Exclusion

¥ Remove dk Add

[l zd Name Default Valus | Autematicall...| Sampls Fils Fisld Templats Survey Rule Template 2
O | [open | @ O
Ob | [Closed ] o 0

Figure 261 The Property Definitions page

Here you define new property items and specify their requirements. The selection boxes are:

e Is Required — check this box if a job must include this property to be valid.
e Show in Joblist — check this box to specify that the job is to be included in the job list.

e Use Sample File Field Template — in the Property Item List in the lower part of the page, select the Template
to be used.

e Use Survey Rule Template —in the Property Item List in the lower part of the page, select the Survey Rule
Template to be used.

e Survey History Support— allows you to add the value of the custom property to the Survey History table at
the time the job is executed. This is so customized properties can be used in expressions in Panel Rules later.
Note that once the job is executed and the values are added to the Survey History table, if the job's properties
are later changed then particular criteria must be satisfied if the Survey History table is to be updated (go to
Refresh Survey History Job Information on page 222 for more information).

e Use in Exclusion - click to use the definition for Property Exclusion for the job (go to How to Set the Property
Exclusion Function on page 144 for more information).

Note: Only one Property Definition can be used for exclusion in a job. Once the Use In Exclusion box is
checked for a Property Definition, the box cannot be accessed for another definition.

7.10.4.1. How to Create a New Property Definition

1. On the Property Definitions tab, click the New Property Definition button towards the right end of the toolbar.

The New Property Definition dialog opens.

Mew Property Definiion

Property Mame | |

Property 1D | |

| (o].4 || Cancel |

Figure 262 The New Property Definition dialog

2. Type a name and an ID for the property into the respective fields, then click OK.

The Property Definitions page opens. Select the options and add Property Items as required.
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3. Save the changes.

7.10.4.2. How to Define a Property Item
1. Inthe Property Item List toolbar, click the Add button.
A new line is added to the list.

2. Typein an ID and a name for the new property, then select the remaining options as required (see above for
definitions).

3. Save the changes.

7.10.5. The Sample File Field Templates Tab

When a job is run, the output is a text file (respondent list). The job specifies which panelists are to be used, and also
which columns from the database are to be included. This tab specifies which columns are to be included as default.

Note: To specify any columns that are to be included in addition to these default columns specified here, go
to the Sample Management > Current Job > Sample File Fields tab (go to The Sample File Fields Tab on page
158 for more information).

General | Categorization Tree | Property Definitions | Sample Fila Field Templates | Survey Rule Templates

| # Dalats Hew Termplate Definition
| vame panel Fields [~
[ Template1 F1 age, brovaser, browserversion, carbrand, carowner, children, country, credits, degree, dogo...

Figure 263 Example of the Sample File Field Templates tab

Click on the blue Name link for a template to open the editing page for that template.

General | Categorization Tree || Property Definitions | Sample File Field Templates | Survey Rule Templates

|@ Back Save and Cloze Save

Name Templatei_F]
Panel Fields Available Selected

Search 2ge - Age ”~
browser - Browser

activated - Activated - double opted A browserversion - Browserversion

active carbrand - Car brand

address_city - Address city carowner - Carowner

address_post - Post address children - Number of children

age_groups - Age groups country - Country

answer_rate - Answer rate credits - Incentive points

appliances - Housshold appliances degree - Education/Degree

booked - Bocked/Reserved == dogowner - Dog owner

dateofbirth - Date of birth o email - Email addrass

datecfmarriage - Married date empstatus - Employment status

eu - EU member firstname - Firstname

forename - Farename gender - Gender

language - Language householdsize - Size of household

month housing - Housing

nordic - Sweden, Denmark, Norvay, Iceland, Finland income_usdollar - Income in US dollars

postcode - Postoode ipaddress - IP address

referer - Referer ipconnection - Internet connection

remote_host - Remote host if available. othervize ip ¥ married - Marriad b

Figure 264 Example of the template editing page

The available fields are listed in the left column; any fields that are already selected for the template are listed in the
right column. On completion, save the changes.
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7.10.5.1. How to Create a New Template Definition

1. Inthe Sample File Field Templates tab, click the New Template Definition button towards the right end of the
tab toolbar.

The Template Editing page opens.
2. Give the new template a name.
3. Inthe Available column, find and select the sample file fields you wish to include in the template.
4. Click the >> button to move them to the Selected column.
5. Click Save to save the changes.

If this template is later used in a job, then the database columns selected here will automatically be included in the
sample file.

7.10.6. The Survey Rule Templates Tab

Use the properties in this tab to specify how information in a survey is to update the panel, and to specify which rules
are to be used in which event. Three events can be controlled by rules:

¢ When and how the database is updated with respect to panelists who have completed the survey.
e When and how the database is updated with respect to panelists who have not responded to the survey.

e When the survey is to be closed to respondents.

7.10.6.1. How to Create a New Survey Rule Template

1. Click the New Survey Rule Template button located towards the right end of the list toolbar.

The New Survey Rule Template dialog box opens.

Nanme

(o] 4 Cancel

Figure 265 The New Survey Rule Template dialog box

2. Type a name for the new rule into the Name field.
3. Click OK.

The Rules page opens, enabling you to edit the rules for the template.
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@ Back Save and Close Save

Name test

Update Completes Rule survay - complete v g
Update Non Responder Rule survey - nonstarters % | Gl
Survey Closing Rule survey - closing | =
Update Non Responder Days 0 =)
Close Days 6 =)

Figure 266 The Edit Rules page

The properties are as follows:

Name - the name of the rule. This can be edited as required.

Update Completes Rule — the rule that updates the panel database with information on the panelists who
have completed the survey since the previous time this rule was run. Note that this rule will only be run when
the Survey Synchronization task runs (go to Survey Synchronization on page 75 for more information). The
Survey Synchronization task must therefore be set up to run at suitable intervals such that the panel database
is maintained appropriately.

Update Non Responder Rule — not all panelists selected for a survey will always wish or be able to respond
to the survey invitation. This rule is intended to be used to free up panelists who have not responded to the
survey within a set time, so they can be used in new surveys. This rule is usually run once between the start
and closing dates of a survey, on a date specified by the Update Non Responder Days setting below. Note
that this rule will only be run when the Survey Synchronization task runs (go to Survey Synchronization on
page 75 for more information). The Survey Synchronization task will therefore need to be set up such that this
rule is run at the required time.

Survey Closing Rule - this rule is run when a survey is to be closed (when the survey is completed). Note
that this rule will only be run when the Survey Synchronization task runs (go to Survey Synchronization on
page 75 for more information). The Survey Synchronization task will therefore need to be set up such that this
rule is run at the required time. Note also that this rule has the same effect as going manually to the survey's
Project Management > Overview > Panel Status tab and selecting Closed.

Update Non Responder Days — the number of days after the start of a survey that the Update Non
Responder rule is to be run (see also Update Non Responder Rule above).

Close Days — the number of days after the survey is first made available to a sample that the survey is closed
— the life of the survey.

Select the rules and type the required values into the fields as appropriate, then click Save or Save and Close
to input the settings.
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8. Reportal Reports

The Reportal Reports menu command allows you to create new reports based on the panel, and view and edit any
reports that have previously been created for this panel.

Note: The Reporting functionality is a Confirmit add-on. If you do not have access to this functionality,
contact your Confirmit account manager for more information.

8.1.

Report List

Go to the Reporting > Reportal Reports menu command to open a list of the reports that have been created for this

panel. From this page you can also create new reports.

|)(_ Delete| [ Search 7 Reset (2] Mew Repnrt|
Report Number Report Name Published Date Enduser List Company Created By Created Date <
= - doc = - ez
1170 DocPansll report2 Mot published - Confirmit Apple_Pros, Adam 6/29/2012 1:31:49 PM  *
1162 DocPanell Reportl Mot published - Confirmit Apple_Pros, Adam 6/27/2012 11:15:31 AM

Figure 267 Example of the Report List page

In the event the list is extensive, use the search functionality to find the report(s) you are looking for.

8.2.

Click on a Report Name link to open the report in Reportal, at the Report Summary page. Refer to the
Reportal User Guide for further details.

Delete - select a report by clicking in the appropriate box at the left side of the list, then click Delete to delete
the report.

Search - if the report list is extensive, add search criteria to the various fields above the list then click Search
or the green search button to the right end of the header row to reduce the number of items in the list.

Reset - clears any search criteria that you may have added, and resets the list such that it contains all the
reports available for this panel.

New Report - click to create a new report based on the panel (go to How to Create a New Report on page 228
for more information).

How to Create a New Report

The report creation functionality uses a pre-defined wizard to create the reports - refer to the Reportal User Guide for
further details on the wizard.

1.

When in the Report List page, click the New Report button, located at the right end of the Report List page's
toolbar.

The Create Report Using Wizard overlay opens.
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Create report using wizard

Report name

Wizard name

Template name (optional)

Select end user list (optional)
I

Publish report now

Create report | Cancel

Figure 268 The Create Report Using Wizard overlay

2. Type a name for your new report into the Report Name field.

3. Click the down-arrow next to the Wizard Name field to open a drop-down list of the wizards available to you,
and select the wizard you wish to use.

4. Select a template and/or an end-user list as required.
Select the Publish Report Now check-box if you wish to publish the new report immediately.
Click Create Report.
A task progress page opens. On completion click Close to close the overlay and return to the Report List.

Full details on creating, editing and publishing reports are given in the Reportal User Guide.
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9. The Panel App

The Confirmit Panel App is an application that allows organizations running customer or Market Research panels to
offer surveys to their panelists via mobile devices. Panelists can use this app to register for panels, manage their
profile, pause and resume surveys during completion, and track accrued points for survey completion. The app can
also receive push notifications about new or uncompleted surveys from the Confirmit panel software (go to Push
Notifications on page 231 for more information).

The Confirmit Panel App functionality is available for Standard and Professional Panels (not Basic Panel) at no extra
charge. However this version cannot be customized. For an additional charge you can customize and brand your
Panel App to ensure consistency for panelists or customers regardless of how they access your surveys. The
customization includes branding of the app icon, names and labels within the app, customized log-in screens and
customized survey lists. Contact your Confirmit representative for details.

TechShop community

The TechShop community gives our
highly valued techies the opportunity
to tell us how awesome we are, and
how we can take our awesomeness
fo new heights.

And yes, if you sign up. you are
nrettv awesome {oo

Figure 269 Example of the Panel App in use
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To use the Confirmit Panel App, the respondent must download the app from the Apple App Store or Google Play.
The app is fully integrated with Confirmit Professional and Standard Panels, so you as the designer use your existing
panel designer software to create the survey. You will however need a separate, mobile-optimized portal layout. Refer
to the Horizons Authoring User Guide for further details on setting up surveys and portals.

9.1. Push Notifications

Use Push Notifications to alert your "mobile panelists" that they have new surveys waiting for them. The panelist then
simply taps the message to participate in the survey.

Push natifications are not dependent on respondents checking their email, and they are more reliable than SMS. Push
registration is updated automatically every time the respondent uses the Panel App, so if the respondent changes
their mobile number the information will be updated the next time they log in.

The push notification system uses the same system as for email invitations - when the system is set up correctly the
Push Natification check-box becomes available.

To send a push natification:

1. Inthe survey that you will be sending to your panelists, create an email in the Invitation and reminder emails
folder and set this up as the Push Notification message.

2. Inthe panel, go to the Sample Management > Job List menu item.
The list of available jobs is presented.
Select the sampling job you wish to use.
4. Inthe Sampling Job page, go to the Execution tab and click Execute Job.
5. Inthe Execute Job Properties dialog, check the Upload Sample box then click Next.

The Upload Sample Properties page opens. Here you can select to send emails and/or push messages.

Survey ID pl0O03539

Comment

D Email Sample

b L'
L

Push Message (Mobile Panel App)
Push Message |Push notification (survey) v|
Sending Date 090.10.2014
Sending Time 00:00 W

S S

Cancel < Back Finish

Figure 270 Setting up to send the Push Notification
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6. The Push Message drop-down will list the emails you have available in the survey. Prior to this step in the
process you should have set up one of the emails as the push natification - select that email. Refer to the
Horizons Authoring User Guide for further details on setting up the email.

If the desired languages are properly configured as part of the panel user database and the email template
selected for the push is correctly set up for multiple languages, then the right language will be used in the push
message.

Note: Remember that the selected email will be presented to the respondent on his/her mobile display, so
space will be restricted. The email subject should not exceed 30 characters and the email body should not
exceed 120 characters, including spaces.

7. Select the time you wish to send the notification, then click Finish.

9.2. For the Respondent

To use the Confirmit Panel App, the respondent must first download the app from the Apple App Store or Google
Play. After the respondent has installed the app on their mobile, they must run it. The first time it is run, the
respondent must register and create a password. After that, when the respondent receives a natification that they
have a survey waiting for them they merely have to log in.
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Password

B Remember me

=] Sign in

Join now!

I

/

Figure 271 Example of arespondent login page

Any surveys allocated to the respondent will then be listed on the mobile display and the respondent just touches a
survey in the list to open it.
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7

My Credits 0

Survey 2

Survey 4
Survey 5

Survey 6

©TechShop 2014
fEY

About Contact Privacy Terms

Figure 272 Example of a survey list

The layouts of the screen, the login page, the menu and the edit profile page can all be customized.

9.3. Location Trigger History Tracking and Storage

The Confirmit Panel App can perform location-based survey triggering. A project manager can associate beacon
identifiers and/or geolocation coordinates to a Horizons survey and sample panelists for this survey. If a panelist is
using the Panel App, the app will request the necessary permission to access Bluetooth and/or geolocation services
on the device to facilitate triggering. One of the advanced features of this product is it is possible to fully customize
what behavior is desired when the panelist enters and exits specific location/beacon boundaries.

For example, it is possible to perform path-to-purchase studies where the project manager wishes to present a survey
to panelists who visit a particular sales outlet but only if they have visited a competitor within the last x hours. The app
is able to do this as it stores the history information for every trigger event that has occurred on that device in the last
30 days.

Note: This is not considered “bread-crumbing” as the app does not “track” the user but rather the trigger
events relate to specific locations that the project manager has defined to trigger.
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Important
To avoid misunderstandings and obtain consent, Confirmit recommends that you inform your panelists that

the Panel App will collect some location data from his/her mobile device. Confirmit further recommends that
you specify which data will be collected, for what it will be used, and with whom it will be shared.
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10. Changes Made to the Survey

When a panel is attached to a survey, several changes are made to that survey so it can function correctly alongside
the panel. This chapter describes those changes, and the additional functionality that becomes available within
surveys run by companies with the Professional Panels functionality.

Important

Surveys using batch statusing must include three “background” variables, named ‘JobNumber' 'RunNumber’
and 'Panelistld'. These are open-text variables with a field width of 255 characters. They must be added as
background variables in the survey tree, and they must be included in the fields uploaded in the sample/job.
JobNumber should be an open question node with a suitable field width set, while RunNumber and Panelistld
must be numerical open questions with a suitable number of digits.

Note: The changes and functionality described in this chapter will only occur or be available to companies
with access to the Professional Panels functionality.

10.1. How to Attach a Panel to the Survey

If your company is using the Professional Panels functionality, then before you launch a survey you will need to tell it
which panel you wish it to use.

| Note: This selection must be made before you launch the survey prior to sending it to your respondents.

1. Within the survey, go to the Project Management > Overview menu command.

The Project Overview page opens at the General tab. The Panel selection field is located towards the bottom
of the page.

External Quick Test http://author.testlab.firmglobal.net/extwix/extquicktest_p2341361.aspx?

URL _ qtkey=19850289460542c098c59983418289a8RI=9
Panelist

registration- D

Jupdate profile

project

Panel Allow current survey to access Find Panel... Clear | Go to panel

Email address to
receive emails
trinnarad hw Anrumentatinnfmennfirmit.conm

Figure 273 The Panel selection field

2. Type the Panel ID into the field, or
3. Click the Find Panel button.
The Find Professional Panel window opens, with a list of the panels available to you.
4. Click on the appropriate radio button to select the required panel from the list.
Click OK.
The window closes and the Panel ID is added to the field.
6. Click Save to save the changes.

Now, when you launch the survey, the selected panel will be attached to the survey.

Important

If a panel is launched when there is high activity on projects related to that panel, those projects may
experience slowness and SQL timeouts. This occurs because Confirmit will try to update the panel databases
with respondent transaction information as that information is input. If a panel must be relaunched while
related surveys are live then you should launch at a time when activity in the surveys is at a minimum.
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10.2. Registering a New Panelist

A special survey is used to register new panelists. This survey must include two scripting functions, while a third is
optional though strongly recommended:

e One function must check the database before the panelist is registered to ensure the panelist is not already in
the database, and close the survey if he/she is already included.

e The second function must register the new panelist’s information.

e The third function can remove the panelist's details from the survey on completion of the registration to prevent
the database continually growing as panelists register (as this will waste space on the server).

= Lj Panelist Registration Survey (pl467491)
i@ Email - Email {Open)
E Gender - Gender (Single)
@ Passwiord - Password (Open)
Ipdate Rest of the information to the panel (Scripk)
3] 4 - INFO: {Infa)
Remowe respondent From survey (Scripk)

Iy Scales and Lists

) Quotas
Iy Emnails

Figure 274 Example of a simple Panelist Registration survey

Note: Security standards built into Confirmit mean that passwords are validated according to the rules
specified for the panel. The validation procedure will be run whenever a password is changed. Refer to the
Confirmit Authoring User Guide for further information.

10.2.1. Checking for Previous Registration

A panelist must only be registered in a panel database once. The script shown in the figure below checks the email
address of a prospective panelist against the database and closes the survey if the email address already exists. If the
email address is unique, then a new row is added to the panelist database. This script is written into the Email
question’s Question Details > Validation tab.

e e T N Y

@ rnail - Emnail (Open)

Egender - Gender (Single) var f!eldNames : Str_ing[] = ["elrnail_"l],'
ijp d-p 450 var fieldWalues @ String[] = [f{'Ernail')]:
(3| Password - Password (Open) if{ CreatePanelist(fieldMames, fieldvalues)<0)
IUpdate Rest of the information to the panel {Script) i
=i - , RaiseError();
|4 INFO: {Info) ) SetErrorMeszagel(langlDs. en."Couldn't regizter new panelizt
RE“'IDVE respondent from sureey (Scripk) with this email address, for example because a panelist
3 Scales and Lists already existz with the zame email address.");
1 Quotas 3

Figure 275 Example of script to check whether the email address already exists

10.2.2. Updating the Information

Once a new panelist has completed the survey, the information he/she has provided must be uploaded to the
database. An “update” script, an example of which is shown in the figure below, performs this function.
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Er T R E R L R R R UL R PRI

brsfodoic Rost o the Hiormation o e parcl Car

i4 - INFC: {Inf

@I {Info) . var fieldMarmes 1 String[] = ["gender"."Password"];
@REI‘HDVE respondent From survey (Script) var fieldvalues : String[] = [f('Gender' ), f('Password")];

@Scales and Lisks UpdatePanelvariablesifieldMarmes, fieldvalues];

Figure 276 Example of the database registration script

10.2.3. Removing the Respondent Data from the Survey

Once the database is updated, the script example in the figure below deletes all the current respondent information
from the survey (not the panelist database) to prevent database overload, and then redirects the survey. The redirect
script is required to prevent the survey returning an error when it notices that it contains no data for the current

respondent.

[ Update Restofthe information t the panel (1)

(@] - INFO: {Infa)
@ Lemos wondent From su
15rales and Lisks

DeleteCurrentResponzel);
Redirect"http/fsurvey.testlab firmglobal. netf comrnunities/ default aspxrp=p0&35014")

Figure 277 Example of script to delete the information from the survey

10.3. Updating Existing Panelist Information

Special surveys are used to update the panelist information. These surveys will need to contain a number of scripting
objects that are used to perform particular functions within the panel database.

= @F‘mfile pdate Survey 1 (pl467a700 N
@ et Panelist Data (Script)
4= | Gender - Gender (Single)
i@ dateofbirth - Date of birth {Open)
3] Usstate - State (Single)
i@ householdsize - Mumber of persons living in householc
4= | carowner - Carowner {Single)
E empstatus - Employment skakus (Single)
E marstatus - Marital skatus (Single)
@ Email - Email {Open)
@ Ipdate Panelisk Data (Script)
@ Delete Current Database Row (Scripk)

| Scales and Lisks

| Quatas
|5 Emails

Figure 278 Example of a simple Panelist Update survey

10.3.1. Fetching the Existing Information

When a panelist wishes to update his/her information, the first operation the survey must perform is to fetch the
existing data from the database. This will then be used to populate the survey so the panelist can see the current
information.
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Note: If the password is fetched, it can be updated but for security reasons it will be encrypted such that it
cannot be read.

The first object in the survey will therefore be a script object to fetch the data. This will need a script, for example that
shown in the figure below.

E.:B 52t Panelisk Data (Scripk) Mame |Get Panelist Data

E Gender - Gender {Single) Deleted [ |

i@ dateafbirth - Date of birth (O

(5] usstate - Stake (Single) _
[l householdsize - Murber of

@ OLsENIsIEe - BUmRer ar pey var fieldMarmes @ String[] =

EC&I’DWI‘IE[’ - Carowner (Single) ["gender","datecfbirth","USstate","householdsize","carowner","empstatus","marstatus","email"];
|4=| empstatus - Employmment stako var wariables = GetPanelVariables(fieldMNames);

Figure 279 Example of script to fetch the data from the database

10.3.2. Updating the Existing Information

As when registering a new panelist, the database must be updated with the information. This will require an “Update”
script object in the survey, containing a script such as that shown in the figure below.

"gender","dateafbirth","USstate" "househaoldsize","carawner","empstatus", "marstatus","armail"];

var fieldMarmes : String[] = [
[f'Gender' ) f'datecfbirth ") f('USstate "L f('"householdsize') (' carawner' )L empstatus")f

war fieldvValues ¢ String[]
['rarstatus')]f('email'l];
UpdatePanelVariablaz(fieldMames, fieldvalues);

Figure 280 Example of script to update existing panelist information

Note: If the password is one of the fields fetched, a validation check is performed. If the check fails, the
update will not be performed. Note also that for security reasons the password will be encrypted such that it
cannot be read.

10.3.3. Remove the Respondent Data from the Survey

As when registering a new panelist, once the database is updated, the current respondent information must be
removed from the survey to prevent database overload. And again, a redirect script is required to prevent the survey
returning an error when it notices that it contains no data for the current respondent.

DeleteCurrentResponsel);
Redirect("http:ffzurvey testlab. firmalobal. netf cormmunities/ default, aspx?p=p0&c38014™")

Figure 281 Example of script to delete the response and redirect

10.4. Updating the Survey History Variables

You can update values in a survey history record. The only requirement here is that the survey includes a variable
field called PanelistID.

var shFieldMames  String[] = ["SurveyStatus","SHAIva"];
var shFieldvalues : String[] = ["5","&"]:
UpdateSurveyHistoryWariables(panelistld, jobNurnber,shFieldMarmes, shFieldvalues);

Figure 282 Example of script to update the Survey History Record
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10.5. Standard Surveys Associated with a Panel

A regular survey is associated with a panel (go to How to Attach a Panel to the Survey on page 236 for more
information). An association from a job to a survey is created when the sample is uploaded to the survey using the job
upload functionality within sampling. A survey is not regarded as “Open” for panelists before the invitations have been
emailed, unless the job status has been specifically set to “In production” in the sample system.

There are two ways to status the information from a survey back to the panel:

e Standard real-time update — some fundamental fields in the panel are maintained continually up-to-date.
These fields include the status of the survey, Start Date and Completed Date.

Note: Confirmit On-Premise customers can switch off the real-time status functionality at site level.

e Survey rules — this uses batch processing, usually set up to run as a recurring task. Survey rules provide
much improved flexibility concerning how the panel status is maintained.

Note that both real-time statusing and batch statusing can be used simultaneously. Batch statusing (explained in
previous chapters) can be specified to update the panelist fields and survey history fields based on information in the
survey, panelist level information, survey history level information and limited information from the job.

Important

Surveys using batch statusing must include three “background” variables, named ‘JobNumber' 'RunNumber’
and 'Panelistld'. They must be added as background variables in the survey tree, and they must be included
in the fields uploaded in the sample/job. JobNumber should be an open question node with a suitable field
width set, while RunNumber and Panelistld must be numerical open questions with a suitable number of
digits.

- 240 -




Confirmit Confidential Confirmit 21 Professional and Standard Panels User Guide

APPENDIX A: RESERVED KEYWORDS

The following Reserved Keywords must not be used as Question IDs in Professional Panels. In the event a listed
reserved keyword is used as a variable name, the panel launch will fail.

Note: These Keywords are not case-sensitive, so for example neither "TANY" nor "any" can be used as a
Question ID. Question IDs can however start with these character strings (except _), so for example "Anyone"
can be used.

The Underscore () character (a question ID must not start with ).
A

abstract
action
aggregated
all

and

any

avg
between
boolean
break

by

byte

C

callback
case

catch

char

class
comment
con

conn

const
contains
continue
convert
count
createddate
datebetween
debugger
default
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delete

do

double

else

enum

env

€q

extends

false

final

finally

float

floor

for

function

ge

goto

group

gt

if

implements
import

in

instanceof

int

interface
interview_end
interview_start
interviewer
interviewerid
in_use

isfalse

istrue
iterationid

| (except for use under special conditions
L (except for use under special conditions
last_handled
le

long
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It

native

ne
never_again
new

none
noofemailssent
not
not_in_quota
notin

null

or

order
package
page
panelid
panelist_created_date
panelistid
panelist_modified_date
private
projectid
protected
public
PValDate
PVallnHier
PValNum
PValStr
PValStrArr

R

recoding
respid
responseid
return

rid

right

rolling

round
rowguid

S
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sample_category
select

short
smtpstatus
source_projectid
source_responseid
state

static

status

string

super

switch
synchronized
this

throw

throws

to

todate

transient

tries

true

try

typeof
unique_sourceid
var

void

volatile

while

with

The following can only be used in respondent lists:

userid
password

language
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APPENDIX B: SUPPORTED FUNCTIONALITY FOR
PROFESSIONAL AND STANDARD PANELS

The table below shows which functionality is available for Standard and Professional Panels.

Standard Panel | Professional Panel

Set Up

Panel Designer X X
Doc2Panel X X
Support for multiple languages X X
Portal X X
Linked surveys (registration, profile update, sample surveys) X X
Flex support X X

Panel Management

Panel Rules X X
Single Panelist Editor X X
Data edit access control X
Multiple Panelist Editor X
Data Export/Import X X
Recoded variables X X
Aggregated variables X X
Panelist credits import/export X X

Sample Management

Sample Job X X
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External fields X
Project Exclusion X X
Date Exclusion X X
Manual Job Exclusion X X
Manual Panelist Exclusion X
Category and Property Exclusion X
Sample Job Filter X X
Scheduling X
Sample by Expected Return X
Individual Rest Days X
Sub Samples X
Sample Matrix X X
Original cellweights X
Dynamic Targets X X
Concurrent Sampling X
Multiple Sample Upload X
Set Sample File Fields X X
Tester template list X
Disregards in Future Date Exclusions X X
Incidence and Completion Rate X X
Survey synchronization X
Sample Augments X
Sample Fill-in X
Job Approval X
Output rules and posting rules X
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Job Definition Report X
Outgo Report X X
Crosstab Report X
Reporting

Reportal X X
OLAP Reporting X
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APPENDIX C: PANEL FEATURES

Panel Setup
Legacy Jobs Company administrators can import legacy jobs from other panel systems into Professional Panel.
Import These jobs can then be used for exclusions in sampling, and for aggregated variables.

This would normally be used when migrating from another panel system to a Professional Panel.
After the migration further imports of legacy jobs are normally not needed.

(go to Legacy Jobs Import on page 28 for more information)

Panel Utilities

Panel Activity
Log

Gives access to a log of all activities performed on the panel, including job execution, sample
uploads and rule executions.

The log helps panel managers and other panel users obtain an overview of the activity in the panel,
which will help when maintaining the panel.

(go to The Activity Logs Tab on page 73 for more information)

Database
Cleanup

This function completely removes deleted questions/columns, and the associated data, from the
panel database. When deleting objects in a panel, the data for the objects will be kept in the panel
database. The data will not be deleted before you run a Database Cleanup.

(go to Survey Synchronization on page 75 for more information)

Panel Management

Aggregated
Variables

Aggregated variables can be used to create aggregations of survey history and credit history
records. These aggregations can then be used in for example sampling or in panel rules.

For example, an aggregated variable could be used to store the total number of surveys each
panelist has completed. That can be used in reporting, sampling, or rules to calculate the panelist's
historical response rate.

(go to Aggregated Variable List on page 104 for more information)

Multiple Panelist
Editor

The Multiple Panelist Editor allows users to create functions to update several panelists in one
operation.

This is normally used for batch updates of panelists when you need to change the value of a
variable for a number of panelists. The same goal can be achieved using a panel rule, but the
Multiple Panelist Editor provides a warning to tell you how many panelists will be updated before
actually doing the update.

(go to Multiple Panelist Editor on page 113 for more information)

Rules

Rules are used to create data processes that manipulate the panel data.
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For example, you can use a recurring rule to calculate a panelist's age based on the date of birth.
When the age is calculated you can then write it back to the panel data. Rules can also be used to
among other things import and export panel data.

(go to Rule List on page 100 for more information)

Rule Set

Rule sets can be used to group panel rules so that they run consecutively and as one process.

For example, rule sets can be used to group together data update rules and BitStream generation
rules. If you run an age calculation rule every night and write the age back to the panel data, you
will probably want to run a BitStream generation rule afterward to make sure the updated ages will
be used in sampling. You can then create a rule set of the data processing rule and the BitStream
generation rule, which results in one task to manage rather than two.

(go to Rule Set List on page 103 for more information)

Sample Management

Scheduling

Provides access to a list of the sampling jobs awaiting execution, and provides the ability to change
the processing order of the jobs.

This can be useful to ensure that focused samples are run first if a series of samples are to be run.
For example, if you have one sample targeting female professors in the Boston area and a second
sample targeting all American females, you would want the more focused Boston female professors
sample to run first. This will ensure that the Boston female professors are not used in the American
females sample, leading to shortages in the Boston sample.

(go to Scheduling on page 209 for more information)

Concurrent
Sampling

The Concurrent Sampling functionality processes multiple sample selection jobs simultaneously.
Each job will have a different selection criteria and structure, with different target sample counts,
based on output or returns, and will make the trade-offs when allocating scarce panel resources.
The result in this case will be that scarce resources are allocated fairly across multiple sample jobs.

(go to Concurrent Sampling on page 212 for more information)

Multiple Sample
Upload

Upload multiple sample jobs simultaneously to a survey. If you have run a series of independent
samples, you can use this functionality to upload all these samples to one project in one operation.

(go to Multiple Sample Upload on page 214 for more information)

Tester Template
List

Users can add additional rows to the respondent table in a survey on sample upload. The rows can
be populated with dummy respondents that can be used for testing the survey.

(go to Tester Template List on page 216 for more information)

Survey
Synchronization

Users can run a panel rule to check all surveys associated with the current panel, and update the
panel ifiwhen there are changes in the survey data. This keeps the panel SurveyHistory data up-to-
date so samples can be selected appropriately, and allows you to apply advanced business logic on
data collection results.

(go to Survey Synchronization on page 75 for more information)

Job Approval Set whether jobs will have to be approved by a manager before they can be uploaded to a survey.
(go to How to Execute a Job on page 163 for more information)
Disregard in This is a setting applied on job execution which allows you to specify that sample is not to be

Future Date

excluded in future samples based on date exclusions.
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Exclusions

(go to The Job Execution Area on page 161 for more information)

External Fields

Allows users to upload additional information on the individual panelists in a job. The additional
information is uploaded to the job in a text file.

This feature is used when there are additional background fields needed in a survey that are not or
should not be uploaded to the panel database directly.

(go to The Data Fields and Areas on page 134 for more information)

Manual Panelist

Allows you to exclude selected panelists from the sample. The panelists are specified in a text file

Exclusion containing a Panelistld column with the panelist ids of the panelists to be excluded.
(go to The Manual Panelist Exclusion Tab on page 141 for more information)
Sampling - A rule used to format the output of a sampling job. The rule allows you to for example specify the
Output Rule format of output variables, run scripts on the output data, and create aliases for the sample file
headers.
(go to The General Tab on page 218 for more information)
Sampling - When a sample is posted to a survey you can run a data processing rule. This rule can be used to
Posting Rule update panel data and/or SurveyHistory data for the panelists in the sample.
For example, you might have a custom survey history variable called sh_age. This should be
populated with the age of the panelist at the time he/she was sampled to a survey. You can then
use a posting rule to set the sh_age variable from an age variable in the panel data.
(go to The General Tab on page 218 for more information)
Advanced Advanced Sampling Algorithm contains three functions for sampling; the ability to set Sampling
Sampling Algorithm, Dimension Collapsing Handling, and Support Overlapping Segments.
égﬁg;hsm Sampling Algorithm: Allows you to specify the sampling algorithm to be used for single job

execution. The options are Sequential Sampling and Concurrent Sampling. Sequential Sampling
will be default if the feature is disabled.

Dimension Collapsing Handling: By default, Confirmit will collapse similar dimensions (dimensions
with similar segment expressions) in the new combined matrix as this will minimize the complexity
of the combined matrix. Using this property you can select to collapse only dimensions that are
identical.

Support Overlapping Segments: When running Concurrent Sampling, a new combined matrix will
be set up to include all the dimensions in the different jobs. Similar dimensions (dimensions with
similar segment expressions) will be collapsed according to the Dimension Collapsing Handling
setting selected. If Dimension Collapsing Handling is set to "ldentical" and "Support Overlapping
Segments" is not enabled, only the overlapping parts of the similar dimensions will be available for
sampling.

(go to The General Tab on page 218 for more information)

Expected Return
Variable

Each panelist can be given a grade for the probability that he/she will reply to the questionnaire.
This probability can be used in sampling to calculate how many panelists must be selected to
ensure the required number of responses.

(go to The Execute Job Properties on page 214 for more information)

Individual Rest
Days

Numeric variable in the panel data which specifies a required number of “rest days” for the
individual panelists. The panelists will then be excluded from any samples for the number of days
specified.

(go to The General Tab on page 218 for more information)
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Active Job List

A list of all sampling jobs currently in production, i.e. the sample is run but the panelists are not yet
invited to respond.

(go to Active Job List on page 204 for more information)

Sub Sample
Groups

Sub Sample Groups enable users to split a Sub Sample into smaller groups which the sampling
algorithm will attempt to balance as much as possible based on the sampling matrix, so that each
group becomes as representative as possible for the total Sub Sample. Users could pre-assign
panelists into these groups so that if product testing needs to be done and different groups of
respondents need to test different products but also be as representative as possible of the overall
sample, the grouping functionality can be used for pre-assignment rather than having a random
draw which could potentially give some bias.

Advanced
Exclusion

Advanced Exclusion includes three functions for exclusions; the ability to exclude all panelists, to
include a specific sample, and to set which status will be excluded for category, date and property
exclusions.

Exclude All Panelists: Will exclude all panelists from the sample. You will then have to manually
include another sample to get panelists in this sample. Can for instance be used to send follow-up
surveys to people sampled to a previous survey.

Include Job: Can be used in Manual Job Exclusion to include panelists from a previous job in this
one.

Status on exclusions: Can be used to set a status that will be the only one excluded in Category,
Date and Property exclusion. This can for instance be used to only exclude panelists that have
completed a survey in the given date exclusion range.

(go to The Exclusions Tab on page 137 for more information)

Category
Exclusion

Samples jobs can be categorized and these categories can then be used in exclusions when
running sampling.

For example you might want to categorize samples on the topic of the survey. This can then be
used to make sure respondents are not sampled to a lot of surveys on the same topic in a short
period of time.

(go to The Auto Job Exclusion Tab on page 138 for more information)

Property
Exclusion

Panelists who have been sampled to jobs with particular properties can be excluded. Only one
property can be used to exclude panelists.

For example, you might create a sampling property called Duration. This can be used by the person
doing the sampling to indicate how long a survey takes to complete, and the property has the
values Short, Medium, and Long. You do not want panelists to get long surveys too often, since that
might demotivate them. You can then use property exclusion to make sure people are excluded
from long surveys for a period of time after being sampled to one.

(go to How to Set the Property Exclusion Function on page 144 for more information)

Original
Cellweight

You might have specified a particular cell weight that they want for a survey. However, it might not
be possible to meet this requested cell weight because you do not have enough panelists available
to meet the requested selection criteria. In this situation the cell weight might be changed to enable
the job to be completed. The Original Cellweight property allows you to store the cellweight
originally requested for the sample, and include it in the outgo reports for the sample for
comparison.

(go to The Sub Sample Editor Page on page 152 for more information)

Sub Sample

Within one sample you might have different groups that should be sampled with different targets,
different matrices etc. This can be done by using sub samples.

For example, let's say you are using one sample job to sample to panelists from different countries.
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For each of the countries you want to use that country’s nationally representative matrix. This can
be done using sub samples.

(go to The Sub Sample Editor Page on page 152 for more information)

Advanced Advanced Sample File Handling contains two functions; Rebuild Sample File and Export Sample

Sample File File.

Handling . . . ) . . .
Rebuild Sample File: Will regenerate the sample file to include new columns, but without selecting
new panelists. This can be used for example if you have created a sample file but need to add or
change variables.

Export Sample File: Once a sample file is created it can be exported. It will be exported as a tab
delimited text file. This can be used if you want to manually upload the sample file, for instance if
you want to upload it to a project on another server.
(go to The Job Runs Area on page 162 for more information)
Sample Augments can be used to automate the process of making sure quotas are met in surveys. This is
Augment done by augmenting the sample to a survey after a given number of days.

For example, if you need 1000 completes in a survey you will probably start by creating a sample of
1000 panelists. However there is a good chance that not all of the panelists will reply, leaving you
with perhaps only 600 completes. You can therefore set up the Augment functionality such that after
a specified period, additional samples are created and invites emailed so that you will receive the
desired total of 1000 completes at the end of the survey period.

(go to The Augment Sample Properties Page on page 170 for more information)

Export Job List

Exports the list of jobs. This will export the list as a tab delimited text file.

(go to Job List on page 201 for more information)

Job Definition
Report

The job definition report specifies the job definition at the moment the job run was executed. This
can be used to check the parameters of the job run at the time of execution.

(go to The Definition Report on page 183 for more information)

Crosstab Report

The Crosstab Report allows you to create a report on the fields included in the sample file from a
job run. The report will reflect the data as it was when the sample file was created.

(go to The Crosstab Report on page 181 for more information)

Sample Fill-in

If a run does not find the required sample using the specified weight set, you can execute a
"topping-up" run for which weights are recalculated automatically to generate the required total
sample. The Sample Fill-in will be run with a later mailing date than the original sample, which
means new panelists can potentially be available for the sample. This can be used to make sure
you reach the desired quotas in your projects.

(go to How to Generate Sample Fill-in on page 172 for more information)

Sample File Provides an overview of the first 10 panelists in the sample file so you can check that the file is
Preview correct.

(go to The Job Runs Area on page 162 for more information)
Property Properties can be defined in the panel. Properties can be used to categorize jobs. The properties
Definition can then be used in for example sample exclusions.

(go to The Property Definitions Tab on page 223 for more information)
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Permissions

Data edit access
control

The panel administrator(s) can give the panel users an individual data edit access. This access
permission has three levels; low, medium and high. In the panel designer the panel administrators
can set access permission levels on each individual variable in the panel. Each variable can be
given a low, medium or high access level.

Once set the panel users can only edit data in variables where the permission is equal or lower than
the permission set on their user.

(go to Access Permission Levels on page 35 for more information)
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INDEX

Automap Fields, 96
Automatic Exclusion
A Including, 147
Available Jobs, 139
Abort a Sampling Job, 211
Aborted tab, 31

Accept Leading Zeros, 24 B
Access Permission Levels, 35
Access Professional Panels, 3 Basic Sampling, 152
Accessing Community Portals, 37 Batch, 164, 176
Action Tab, 86 beacon identifier, 234
Activate Logging, 19 BitStream Files, 83, 89
Active Job Details Page, 205 Bluetooth, 234
Active Job List, 11, 204 Body Style Name, 47
Active Languages, 9, 27 Boolean, 24
Activity Logs Tab, 73 bread-crumbing, 234
Add a Community Portal to your Panel, 37 Button
Add a Language to the Portal, 42 Add, 159
Add a Rule to the Rule Set, 98 Add All, 159
Add a Visual Component to the Page, 59 Back to Dimension List, 188
Add an HTML Table to the Page, 57 Back to Weight List, 192
Add an Object to the Tree, 14 Delete, 188, 203
Add columns, 69 Delete Weight, 191
Add Fields to the Selected Fields Column, 160 Dimension, 192
Add Group Set (After), 151 Duplicate, 133, 187, 192
Add Group Set (Below), 151 Execute Job, 161
Add Groups and Categories to a Panel, 222 Export Job, 134
Add Meta Tags to a Portal, 40 Export Matrix, 187
Add rows, 69 Import Job, 203
Add Sub Sample (After), 151 Job Definition Report, 179
Add Sub Sample (Below), 151 Move Backward, 210
Add Test Panelists to the Database, 176 Move Forward, 210
Add Users to the Permissions List, 34 Move Up/Down, 188
Adding a Custom Code, 155 New Dimension, 188
Adding a Global Custom Code, 155 New Job, 203
Adding a Matrix List, 155 New Weight, 191
Adding Rows and Columns to the Table, 69 Printer and Save Friendly version, 185, 193
Additional Iltems, 133 Refresh, 188, 191, 210
Additional Iltems Tab Remove, 159, 209

Menu Bar, 159 Remove All, 159
Additional survey link parameters, 20 Save, 133, 161, 187, 188, 192
Administrator, 28 Search, 159, 203
Advanced Filter, 108 Validate Job, 134
After the Job has been Executed, 172 Validate Matrix, 187
Aggregated Variable List, 104 View, 210
All, 143, 144 Weight Name, 192

All Surveys Tab, 110
Allow the portals to be embedded within frames, 131

Alphabetical Filter, 202 C
Append data, 90

Append with key, 91 Calculate Variables, 120
Apply Filters when Calculating..., 153 Categories and Keywords, 30
ASAP, 164, 165, 173, 174, 214 Categorization Tree Tab, 222
Attach a Panel to the Survey, 236 Category, 134, 141

Augment Sample Properties, 169, 170 Exclusion, 139
Augmenting limits, 170 Select, 137

Auto Job Exclusion Tab, 138 CATI Support, 8
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Cell properties, 71
Cellweight, 153
Change
Execution Settings, 171
Job Schedule Settings, 211
Panel Mailing Date, 176
Password, 62
Changes Made to the Survey, 236
Characteristic, 24
Check the Job, 136
Checking for Previous Registration, 237
Clear Advanced Filter, 109
Closing Surveys, 76
Collapse All, 151
Collapse Type, 189
Combine Dimensions, 188
Combined Dimensions, 198
Comment, 175
Comments, 164, 214
Company, 3, 6, 30, 32
Completed, 15, 143, 144
Completed Surveys Tab, 110
Completed tab, 31
CompletedDate, 16
Completion Rate, 162
Concurrent Sampling, 212
Window, 212
Concurrent Sampling Job List, 213
Concurrent Sampling List, 213
Confirmit Survey Database, 94
Converting Credits, 127
Core Fields
Credit Transaction History, 16
Survey History, 15
Create
a Duplicate of a Matrix, 194
a New Aggregated Variable, 104
a New Community Portal for a Panel, 38
a New Dimension, 194
a New Group Set, 156
a New Job, 203
a New Matrix, 207
a New Page, 53
a New Property Definition, 224
a New Rule, 101
a New Rule Set, 103
a New Sub Sample, 155
a New Survey Rule Template, 226
a New Template Definition, 226
a New Tester Template, 216
a Page Master, 47
a Weight Set, 196
an Expression, 149
Create a New Professional Panel, 3
Create a New Report, 228
create new reports, 228
Created, 3, 31, 207
Created By, 3, 6, 202, 207
Creation Methods
Drag and Drop, 14
Duplicate, 14
Insert After, 14
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Insert Inside, 14
Creator, 30
Credit Balance, 64
Credit Conversion, 127
Credit Transaction History, 16, 85, 91, 121
criteria, 132
Crosstab Report, 181
Current Job, 11, 132
Current Matrix, 11, 186
Current Matrix Tab, 194
Current Rule, 10, 77
Current Rule Set, 10, 96
Custom

headers, 20

survey link text, 20
Custom Code, 152

Adding, 155
CustomJobStatus, 202

Data, 106
Export, 116
Import, 119
Templates, 120
Data Fields, 148
Data Source, 134, 187
Data Write Access, 24
Database Cleanup, 10, 74
Database Generation, 9, 25
Date Exclusion, 139
Date Exclusion Function
Set the, 143
Days Before Closing, 205
Days Between Augments, 170
Days to First Augment, 170
Decimal Places, 23
Default
language, 20
Default Code, 154
Default Value, 24
Define a Property Item, 225
Definition Report, 183
Definition tab, 211
Delete, 151, 228
a Job, 204
a Job from the Execute List, 172
a Weight Set, 197
an Object from the Tree, 14
cells, 69
columns, 69
rows, 69
Delete an Object from the Tree, 14
Deleted, 19, 24
Deleted (property), 14
Delimiter, 117
Deployment, 31
Description, 30, 140
Deselect a Job, 147
Designer, 9, 12
Designer Log, 9, 27
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Details Tab, 109
dimension, 189, 190
Dimension
Combined, 198
Create New, 194
Uncombine, 200
Dimension Name, 188
Dimensions Tab, 186, 187
Disable
update of noOfEmailsSent, 20
Disable Balancing, 154
Disable task, 165
Disabled Features, 6
Discard Default Group..., 154
Display
Name, 19
Disregard in Future Eliminations, 162
Disregard Sampling Matrix, 152
Doc2Panel, 9
Document type, 47
Drag and Drop, 14
Duplicate, 14, 151
Duplicate a Job, 134
Duplicate a Matrix, 194
Duplicate a Rule, 92
Dynamic language, 43

Edit, 151
Edit a Page, 53
Edit a Page Master, 47
Edit Profile, 64
Edit Profile Link, 65
Editing your Page Masters and Portal Pages, 69
editor page, 151
Email, 118, 125
Invitation and Reminder, 17
Email Address, 119
Email address..., 31
Email Details Page, 19
email link, 51
Email reminder, 169
Email Sample, 168
EmailStatus, 15
Enable database encryption, 31
Encrypt
File, 119
Enforce HTTPS, 31
Enforce HTTPS access to portals, 131
Error Handling in a Rule Set List, 98
Excel File, 91
excess target, 189
Exclude
Open Ends, 118
Exclude All
checkbox, 142
Exclude all panelists, 139
Exclude fields, 131
Exclude Open Ends, 89
exclusion, 132

- 256 -

Exclusion

Category, 139

Date, 139
Exclusions, 132
Exclusions Tab, 137, 141
Execute a Job, 163
Execute a Rule, 93
Execute Job Properties, 214
Executing tab, 31
Execution, 133
Execution Settings

Change, 171
Execution Tab, 160, 163
Execution Time/Date for a Job

Set the, 165
Existing Project, 175
Expand All, 151
expiry days, 7
Export

a Job, 135

a Matrix, 197
Export a Panel Definition, 25
Export a Panel Portal, 69
Export a Rule, 94
Export Jobs, 203
Export Panelist Credits, 123
Export the Sample File, 176
Exporting Data, 116
Expression, 153

Create, 149
External fields, 159
External Fields, 134
External Javascript Url, 47
External link, 65
External Survey Links, 134

F

Fetching the Existing Information, 238
Field Mapping, 94
Field name, 159
Field Names, Search for, 160
Field Type, 159
Field Width, 23
File
Transfer, 118
Upload, 120
File Upload, 135
Filter
Category, 141
Description, 140
Job Number, 140
Mailing Date, 141
Outgo, 140
Filter Tab, 148, 149
Filters, 140
Job list, 202
Flex Extension, 15
Flex Extensions, 10
Folders and Structure, 56
Forgotten Password, 7
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Free Text, 72
From, 19
FTP, 118, 125

G

General Information, 3, 180, 184

General Information Area, 180

General Tab, 77, 96, 186, 218

Generate Database, 25

Generate Sample File, 164, 214

Generate Sample Fill-in, 172

geolocation coordinates, 234

Global Custom Code, 152
Adding, 155

Global Script Tab, 87

Global Variables Tab, 87

Group Increment, 158

Group Set Editor, 154

Group Set, Create new, 156

Group Start Code, 157

GroupNumber, 16

groups, 150

H

Hidden Panel Variables, 36

hierarchy column, 151

History Tracking and Storage, 234

How to
Abort a Sampling Job, 211
Access Professional Panels, 3
Add a Language to the Portal, 42
Add a Portal to your Panel, 37
Add a Rule to the Rule Set, 98
Add a Visual Component to the Page, 59
Add an HTML Table to the Page, 57
Add an Object to the Tree, 14
Add Fields to the Selected Fields Column, 160
Add Groups and Categories to a Panel, 222
Add Meta Tags to a Portal, 40
Add Test Panelists to the Database, 176
Add Test Respondents to the Database, 217
Add Users to the Permissions List, 34
Attach a Panel to the Survey, 236, 240
Change the Execution Settings, 171
Change the Job Schedule Settings, 211
Change the Panel Mailing Date, 176
Check the Job, 136
Create a New Aggregated Variable, 104
Create a New Dimension, 194
Create a New Group Set, 156
Create a New Job, 203
Create a New Matrix, 207
Create a New Page, 53
Create a New Portal for a Panel, 38
Create a New Professional Panel, 3
Create a New Property Definition, 224
Create a New Report, 228
Create a New Rule, 101

Create a New Rule Set, 103

Create a New Sub Sample, 155
Create a New Survey Rule Template, 226
Create a New Template Definition, 226
Create a New Tester Template, 216
Create a Page Master, 47, 54

Create a Weight Set, 196

Create an Expression, 149

Define a Property Item, 225

Delete a Job, 204

Delete a Job from the Execute List, 172
Delete a Weight Set, 197

Delete an Object from the Tree, 14
Deselect a Job, 147

Duplicate a Job, 134

Duplicate a Matrix, 194

Duplicate a Rule, 92

Edit a Page, 53

Edit a Page Master, 47

Execute a Job, 163

Execute a Rule, 93

Export a Job, 135

Export a Matrix, 197

Export a Panel Definition, 25

Export a Panel Portal, 69

Export a Rule, 94, 102

Export Panelist Credits, 123

Export the Sample File, 176
Generate Sample Fill-in, 172

Import a Job, 203

Import a Matrix, 208

Import a Panel Definition, 26

Import a Panel from a Remote Site, 4
Import a Panel Portal, 38

Import a Rule, 94, 102

Import Panelist Credits, 125

Include an Automatic Exclusion, 147
Make the Portal Dynamic, 39

Make the Portal Language Dynamic, 43
Manually Exclude a Job, 146

Publish a Portal, 67

Remove a Job from the Panel, 173
Remove a Run from the Panel, 172

Remove Fields from the Selected Fields Column,

160

Remove Users from the Permissions List, 34

Run a Concurrent Sampling Job, 213

Save a Portal as a Template, 68, 69

Select a Category, 137

Set a Portal as Default, 39

Set the Category Exclusion Function, 142

Set the Date Exclusion Function, 143

Set the Execution Time/Date for a Job, 165

Set the Mailing Date, 141

Set Up Recurring Tasks, 166

Uncombine a Dimension, 200

Undelete an Object, 14, 75

Upload a File, 135

Upload the Sample File, 174

Validate a Matrix, 194
How to Set the Property Exclusion Function, 144
HTML mode, 71
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HTML Table, 57

Id, 19
iFrames, 64
Images, 72
Import

a Job, 203

a Matrix, 208
Import a Panel Definition, 26
Import a Panel from a Remote Site, 4
Import a Panel Portal, 38
Import a Rule, 102
Import Panelist Credits, 125
Importing Data, 119
In progress, 143, 144
In Progress, 15
Inactive List, 210
Incidence Rate, 162
Include

link, 19

Open Ends, 118
Include an Automatic Exclusion, 147
Include Open Ends, 89
Indexed, 23
In-line frame, 64
Insert After, 14
Insert Inside, 14
Instances Tab, 177
Introduction, 1
Invitation and Reminder Emails, 17
Invitation sent, 143
InvitationDate, 16
Invited, 15, 144

Job
Check, 136
Create New, 203
Delete, 204
Description, 134
Deselect, 147
Details, 180, 184
Duplicate, 134
Execution Area, 161
Export, 135
Filters, 140
Import, 203
Information, 132
Information Tab, 133
List, 11, 132, 201
Manually exclude, 146
Number, 134, 140, 202, 205
Properties, 134
Reporting Area, 179
Status, 134, 179

Job Definition Report, 183

Job Details Area, 180
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Job Information Tab, 134
Job List
Filters, 202
Toolbar, 203
Job List Window, 203
Job Runs Area, 162, 181
Job Runs list, 183
Job Schedule Settings, Change, 211
JoblsClosed, 16

K
Key Fields, 95
Keywords, 3
Keywords, reserved, 241

L

Language, 43

Language Selector, 62
Languages, 30

Last Executed By, 202
Last Job Used, 207

Last Modified, 31

Last Used, 207

Legacy Jobs Import, 9, 28
Link Target, 65

Linked Projects, 10
Linked Surveys, 35

List Columns, 205

Locale, 117

Location Trigger History Tracking, 234
Log Entry column, 210
Logging Details Page, 74
Login, 61

login attempts, 7

Login Name, 62

Login Status, 62
Lower/Upper Limit, 23
Lower/Upper Limit Type, 23

M

mailcode, 164, 176
Mailing Date, 134, 141, 202, 205

Set the, 141
Make the Portal Dynamic, 39
Manage Available matrices, 153
Manage Credits, 111
Managing your Panel Portals, 67
Managing your Portal Templates, 68
Managing your Portal within your Panel, 68
Manual Job Exclusion Tab, 139
Manually Exclude a Job, 146
Manually Excluded and Included Jobs, 139
Mapping Fields, 94
Matrix

Create New, 207

Duplicate, 194
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Export, 197 Overview Tab, 72
Import, 208 Ownership Tab, 178
Validate, 194
Matrix List, 11, 152, 207
Adding, 155 P

Matrix List Window, 11, 207
Matrix Name, 187 Page Area, 60
Menu Page Master Properties, 47
Panel Management, 10, 77 Page Masters Folder, 46
Panel Setup, 9, 12 Page Properties, 55
Panel Utilities, 9, 29 Pages Folder, 53
Sample Management, 11, 132 Panel, 132
Merge data, 91 Panel Activity Log, 10, 72
Meta Tags, 40 Panel App, 230, 232
Minimum age, 130 Panel Database, 81
Minimum required length, 130 PANEL FEATURES, 248
Minimum required non alpha characters, 130 Panel fields, 159
Minimum required non alphanumeric characters, 130 Panel ID, 3, 30
Minimum required uppercase characters, 131 Panel Management Menu, 10, 77

Modified, 207

Modified By, 207

Multiple Panelist Editor, 10, 113
Multiple Sample Upload, 214

Name, 47, 207

Navigator and Navigator Path, 62

New Keyword, 30

New Objects Toolbox, 20

New Project, 175

New Report, 228

New Target Factor, 170

Nominal, 189

Nominal Collapsing, 189
Non-Collapsing Adjust Targets, 189, 190
Non-Collapsing Keep Targets, 189, 190
Number of Augments, 170

Number of Groups, 157

Numeric, 23

Objects, 13
Open Ends

Handling, 118

Only, 118
Open Ends Handling, 89
Open Ends Only, 89
Ordinal, 189
Ordinal Collapsing, 190
Original Cellweight, 153
Outgo, 140, 202
Outgo Report, 181
Outgo Report Excel, 185
Outgo Report HTML, 184
Output Field Templates Tab, 225
Override

Filename, 118
Overview, 10, 29
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Panel Name, 3, 30
Panel Portal, 48

Designer, 45

Languages, 42
Panel Portal URL, 31
Panel Portals, 10, 37
Panel Settings, 10, 128
Panel Settings Features Tab, 128
Panel Setup Menu, 9, 12
Panel Updated column, 173, 174
Panel Utilities Menu, 9, 29
Panel variable (hidden), 36
Panel variable (visible), 36
Panel Variables, 36, 118
Panel Variables Toolbox, 13
panelist, 132
Panelist Credits, 10, 121
Panelist Editor Tabs, 109
Panelist Unique Variable, 131
Parameters Tab, 178
Password expiry days, 130
Password history, 130
Password Policy, 7
Password Recovery, 62
Password similar to username, 131
Percent, 158
Period, 32
Permissions Tab, 33
Personally Identifiable Information, 131
PGP encryption, 119
PIl, 131
Poll, 65
Portal, 40, 43
Portal Code property, 40
Portal Code Variable, 39
Post Script Tab, 87
Preapproved, 162
Procedures in the

Current Matrix Tab, 194

Exclusions Tab, 141

Execution Tab, 163

Filter Tab, 149

Job Information Tab, 134
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Job List Window, 203 Report
Matrix List Window, 207 Create New, 228
Sample Definition Tab, 155 Report List, 228
Sample File Fields Tab, 160 Report Number, 32
Scheduling Window, 211 Report page designer
Professional Panel HTML mode, 71
Create New, 3 images, 72
Definition Export, 9, 25 text, 72
List, 3 Report Tab, 99, 186, 193
Project ID, 32, 141, 175, 202 Reportal Reports, 228
Project Manager, 202 Reporting, 133
Project Tasks button, 31 Reporting Tab, 178
Properties Repost Sample, 173, 174
cell, 71 Reserved, 15, 143, 144
Page Master, 47 Reserved keywords, 241
table, 70 ReservedDate, 15
Properties on a Community Portal, 66 Reset, 203, 228
Properties Tab, 177 Right-Click Menu, 151
Property Definitions Tab, 223 Rule List, 10, 100
Property exclusion, 139 Rule Management Tab, 98
Property Exclusion Function, 144 Rule Set List, 10, 103
Publish a Portal, 67 Run a Concurrent Sampling Job, 213
Push Notifications, 231 Run Number, 205
RunNumber, 16
Q
S
Question Category, 24
Question Details Page, 22 sample, 190
Question Properties, 22 Sample Definition Tab, 150, 155
Quick Access pane, 3 Sample file, 176
Sample File Fields
Tab, 158
R Sample File Fields Tab, 160
Sample File, Upload, 174
Read only, 19 Sample Fill-in, 172
Rebuild Sample File, 162 Sample management, 132
Recode, 120 Sample Management Menu, 11
Recurr Tab, 177 Sampling Algorithm, 221
Recurrence, 119 Sampling Job
Recurrence Pattern Type, 166 Abort, 211
Recurrence tab, 211 Sampling Jobs List, 210
Recurring, 32 Sampling Settings, 11, 218
Recurring tab, 31 Save a Portal as a Template, 69
Recurring task, 165 scarce resources, 212
Recurring Task, 166 Schedule, 32, 166
Recurring Tasks Schedule for later execution, 164, 173, 174, 214
Set up, 166 Schedule for Later Execution, 125
Recurring Tasks button, 31 Scheduled tab, 31
Refresh, 151 Scheduling, 11, 209
Refresh Survey History Job Information, 222 Scheduling Window, 211
Registering a New Panelist, 237 Script Tab, 86
reminder email, 169 Search, 107, 148, 228
Remove a Job from the Panel, 173 Search Facility, 6
Remove a Run from the Panel, 172 Search tab, 31
Remove Fields from Selected Fields Column, 160 Searching for Field Names, 160
Remove Job From Panel, 162 Secondary Project Toolbox, 21
Remove Respondent Data from the Survey, 238 Security Tab, 129
Remove Users from the Permissions List, 34 segment, 189, 190
Removing Respondent Data from Survey, 239 Select a Category, 137
Reply to, 19 Select a View, 113
Reply to Display Name, 19 Select Action on Views, 113
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Select Columns, 107
Select Rows, 112
Selected Matrix, 153
Send as HTML, 19
Send as plain text, 19
Send confirmation email, 19
Sequential Sampling, 212
Server, 32
Session timeout..., 131
Set a Portal as Default, 39
Set the Date Exclusion Function, 143
Set the Execution Time/Date for a Job, 165
Set the Mailing Date, 141
Set the Property Exclusion Function, 144
Set Up Recurring Tasks, 166
shortage, 190
Single Panelist Editor, 10, 106
Source Tab, 78
Source Type, 94
BitStream Files, 83
Credit Transaction History, 85
Database, 80
Delimited Text File, 78
Panel Database, 81
Survey Database, 84
Survey Database Synchronization, 82
Specify Auto Exclusion, 139
Standard real-time update, 240

Standard Surveys Associated with a Panel, 240

Start Time, 119, 164, 173, 174, 214
StartDate, 16
Status, 31, 32, 202, 204
Stopped by system, 143, 144
Stopped By System, 15
Styles, 48, 51
Sub Sample, 185

Create new, 155
Sub Sample Information, 180, 184
Sub Sample Name, 153
Sub Samples, 133
Sub Samples Folder Editor Page, 151
SubSampleNumber, 16
SubSamples Information Area, 180
Summary, 207
SUPPORTED FUNCTIONALITY, 245
Survey Database, 84
Survey Database (Synchronization), 82
Survey History Core Fields, 15
Survey History Variables, 118, 239
Survey Rule Templates Tab, 226
Survey rules, 240
Survey Sync, 10, 75
survey triggering, 234
SurveylD, 15
Surveys List, 64
Surveys Not Started Tab, 111
Surveys Started Not Completed Tab, 110
SurveyStatus, 15
System Variables, 15

- 261 -

T

Tab
Additional Items, 133
Auto Job Exclusion, 138
Exclusions, 132, 137
Execution, 133, 160
Filter, 148
Job Information, 132
Manual Job Exclusion, 139
Reporting, 133
Sample Definition, 150
Sample File Fields, 158
Sub Samples, 133
Universal Criteria, 132
Table, 57
add colums, 69
add rows, 69
background color, 70
cell padding, 70
cell properties, 71
cell spacing, 70
delete cell, 69
delete column, 69
delete row, 69
height, 70
properties, 70
width, 70
Target, 158
Target for Calculation Diff, 171
target sample, 190
Target Tab, 88
Target Type
BitStream Files, 89
Credit Transaction History, 91
Database, 89
Delimited Text File, 88
Excel File, 91
None, 91
Panel Database, 90
Task Definition Properties Dialog, 177
Task ID, 32
Task Log window, 210
Task Owner, 178
Task type, 32
Task Type, 32
Tasks Page, 31
Templates, 120
Test Database, 168, 175
Tester Template List, 11, 216
Testing your Panel Portal, 68
Text, 65, 72
Text Mode, 19
The Tool bar, 133
Theme Code, 49, 51
Theme Selector, 49, 63
Themes Folder, 48
Time and date fields, 165
Toggle Key Fields, 95
toolbox, 21
Total Digits, 23
Total target, 153
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Transaction Editor, 122
Truncate Open Ends, 117

Uncombine, 188
Uncombine a Dimension, 200
Undelete an Object, 14
Unique, 24
Universal Criteria, 132
Unsubscribe, 15
UnsubscribedDate, 15
Up to Parent, 188
Update data, 90
Update Panel, 163, 214
Updating Existing Panelist Information, 238
Updating the Existing Information, 239
Updating the Information, 237
Updating the Survey History Variables, 239
Upgrade Questionnaire, 127
Upload a File, 135
Upload Multiple Samples, 214
Upload Sample Properties, 167, 170
Upload the Sample File, 174
Uploading a File, 120
Use

HTTPS, 19
Use Dynamic Targets, 153
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Use newest available..., 47

Use Project Exclusion, 139

User ID, 32

Using Visible and Hidden Panel Variables, 36

\Y,

Validate a Matrix, 194
Validating an Action Script, 94
Variable Type, 23

Variables to Include, 118

View Stylesheet Contents, 52
Virtual Variable List, 10

Visible Panel Variables, 36
Visual Components, 57

Visual Components toolbox, 59
Visual Components Toolbox, 60

w

Weight Parameter, 154
weight ratio, 190
Weight Set, 172
Create, 196
Delete, 197
Weights Tab, 186, 191



