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WHAT’S NEW IN THIS ISSUE?

The following sections in this revision of the document contain new information:

Section 4.1.1.4 The Survey History > Core Fields — the SurveyStatus options are re-ordered.

Section 6.1.5.4 The Surveys Started Not Completed Tab — the text and illustration is edited/added
to include the survey link.

Section 6.3.2.4 Source Type > Survey — the description of the Additional Survey Variables field is
edited.

Section 6.3.2.5 Source Type > BitStream Files is added.

Section 7.1.2.1 The Auto Elimination Tab is edited to include the Property Elimination field.
Section 7.1.2.3.5 How to Set the Property Elimination Function is added.

Section 7.1.2.3.6 How to Manually Exclude a Job is edited to include Survey Status.
Section 7.1.4.2 The Sub Sample Editor Page Data Fields — the Weight Parameter point is added.
Section 7.1.6.1 The Job Execution Area — a note is added to the text.

Section 7.1.6.2 The Job Reporting Area — the General Information point is edited.

Section 7.3 Job List - a Note is added to the text.

Section 7.7 Concurrent Sampling is added.

Section 7.8 Multiple Sample Upload is added.

Section 7.10.1 The General Tab — the Expected Return Variable point is added.

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 that are changed since the previous issue are listed here - minor changes
to the text, illustrations and layout are not listed.
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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 website. Within the Market Research industry, many agencies also use Panels to
collect data and conduct research.

A panel functions in the same way as a normal survey. Typically, a panel consists of mapping and profiling
guestions, and other categories such as work-related and household questions. The panelists register
themselves in the panel, or you can import people directly into the panel if you already have their
information. Based on the panelist information stored in the Panel (community), you can select appropriate
respondents and invite them to participate in surveys.

In Confirmit you can build a library of panelist interfaces, called Community 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 Community 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.

1.1 Recommended Limits

Note: The Community 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 — up to 10 million.

. Survey history — up to 100 million records.

. Maximum number of variables — the maximum number of variables on which Community Panels
has been tested is 1500.

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

. Maximum number of cells in the sampling matrix — 100.000. This is calculated by: the number of

segments per dimension, multiplied (e.g. 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) = max 100.000.

. 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:

— 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.

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

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

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 Community Panels
You have two ways of accessing the Community Panels functionality:
. Go to the Home > Community Panels menu command.

. Click the Community Panels item in the Quick Access pane.

In both cases, the Community Panel List page opens.
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Figure 1: Example of the Community Panels 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:

. 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.

. Company - the company registered as the “owner” of the panel.

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

. Created - the date and time the panel was created.

. Keywords — you can register key words for a panel to make it simpler to locate when the panel list
is extensive.

To open a panel, click on the blue Panel ID link. The Panel Overview page for the selected panel opens.

2.2 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.

. 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.

. Panel ID — type in part or all of the required panel’s ID number.
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. Panel Name — type in the company name.
. Company — allows you to search for jobs according to the company under which it is registered.
. Created By — allows you to search for jobs created by specific users.
. Created — Select an operator and a date to search for, for example any panels created on or before
a certain date.
. Eeywo(rjds — type a key word into the field to search for all panels with that word registered as a
eyword.
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3 The Menus

To open a panel, click on the blue Panel ID link in the Community 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
Community Portals database.

Note: The design and creation of a Community Portal database is essentially the same as for a
“normal” questionnaire database. This document therefore describes only the differences between
a Community 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.

“uHome ~ End Users * GAPL/Kiosk '|Par\e| Setup -|pane\ Litilities ~ | Panel Management * Sample Management = -

User: Apple, Adarn | |

Designer g« Database Ganeration ' Community Panel Definition Export Designer Lag Active Languagas

Figure 2: The Panel Setup menu commands

The menu commands are as follows:

. Designer — the database definition page. See section 4.1.

. Database Generation — generates and updates the database. See section 4.2.

. Community Panel Definition Export — export the database definition to another server. See
section 4.3.

. Designer Log — a “read-only” log of the main events occurring in the panel. See also section 4.4.

. Active Languages — select the languages to be used. See section 4.5.

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

Once you have accessed the Community Panels functionality (see section 2.1) the Panel Utilities menu
appears as shown in Figure 3.
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Figure 3: The Panel Utilities menu commands

The menu commands are as follows:

. Overview — provides general information on the selected panel. See section 5.1.

. Project Log — logs activity on the project. See section 5.2.

. Export Community Panel Definition — use to export Community Panel definitions to other
Confirmit servers. See section 4.3.

. Community Portal List — contains the commands you use to create and edit your Community
Portals. See section 5.4.

. Panel Activity Log — logs activity on the panel. See section 5.5.

. Database Cleanup — removes deleted questions from the Panel database. See section 5.6.

. Survey Sync - 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.
See section 5.7.
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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.

JHome v|End Users = CAPL/Kiosk * Pansl Setup v | Pansl Utilities '|Dane| Managemant '|Sarnp|e Managernant * -

User: Apple, Adarn | |

Single Panelist Ed\tor| Multiple Panelist Editor Current Rule Current Rule Set Rule List Rule Set List Virtual variable List J

Figure 4: The Panel Management menu commands

The menu commands are as follows:

. Single Panelist Editor — enables you to edit individual panelist’s details. See section 6.1.

. Multiple Panelist Editor — enables you to edit the details of several/many panelists
simultaneously. See section 6.2.

. Current Rule — shows the details of the rule currently selected in the Rule List. See section 6.3.

. Current Rule Set — provides details of the rule set currently selected in the Rule Set List. See
section 6.4.

. Rule List — displays a list of the available rules. Click on a rule to open it. See section 6.5.

. Rule Set List — displays a list of the available rule sets. See section 6.6.

. Virtual Variable List — lists virtual variables you have created to be used in aggregate queries to

update the Panelist table based on information in the Survey History table. See section 6.7.

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.

iHome = Admin v End Users = CAPL/Kiosk = Fanel Setup = Panel Utilities = Panel Management "Sample Managernent -|

Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Concurrent Sarmpling Multiple Sample Upload Tester Ternplate List Sampling Settings

Figure 5: The Sample Management menu commands

The menu commands are as follows:

. 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. See section 7.1.

. Current Matrix — this window shows the details of the matrix currently selected in the Matrix List.
See section 7.2.

. Job List - lists all the sampling jobs that you currently have “in progress”. See section 7.3.

. Active Job List - lists all the sampling jobs that are currently “in production”. See section 7.4.

. Matrix List — lists all the matrices currently available in your Confirmit database. See section 7.5.

. Scheduling - lists the jobs that are awaiting execution and those that have been run. See section
7.6.

. Concurrent Sampling —

. Multiple Sampling Upload —

. 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. See section 7.9.

. Sampling Settings — allows you to set default values and rules for the panel. See section 7.10.

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
Community Portals database.

Note: The design and creation of a Community Portal database is essentially the same as for a
“normal” questionnaire database. This chapter therefore describes only the differences between
the functions, procedures and properties available when creating a Community 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.

JiHeme < End Users v | CARL/Kiosk '|Dar\e| Satup '|Dane\ Utilities | Panal Managemant T Sample Managament = -

Usar: Apple, Adam | o~ |

Deszigner _ﬂ Database Generation .\3 Community Panel Definition Export Designer Log Active Languages -

Figure 6: 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:

. 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 two
sections:

— The Questionnaire Tree 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 (see section 4.2 Database Generation). Note that each “question”
in the Questionnaire Tree will become a column in the database.

— The New Objects toolbox — lists the objects you can use in the database. Drag and drop objects
from here to the Questionnaire Tree.

. The Question Details area — double-click on a question in the Questionnaire Tree 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.

For further information, refer to the Confirmit Authoring User Manual.
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Figure 7: Example of the Professional Designer page

4.1.1 The Questionnaire Tree Toolbox

This toolbox is where you create and edit the panel database.
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You build your database in the toolbox by creating Objects (questions, i.e. the database columns). All
Objects placed between the survey name (here “User Manual Community Panel”) and the yellow “Sales
and Lists” folder will be used in the database. The objects available are listed in the New Objects toolbox.
The database columns will be listed in the order in which they are placed in this tree.

4.1.1.1 How to Add an Object to the Tree
There are four 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 Questionnaire Tree.

. 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.

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 (see section 5.6 Database Cleanup).

1. In the Questionnaire Tree, 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 Survey History > Core Fields
These are the “default” fields that are always included in the database. The fields are as follows:
. SurveyStatus — indicates the current status of the panelist in the survey. The options are:

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

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

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

— Stopped By System — the panelist has been screened by the system.

. ReservedDate — the date the panelist was reserved for the job.

. InvitationDate — the date the panelists are given access to the survey.
. StartDate — the date the panelist first opens the survey.

. CompletedDate — the date the panelist completes the survey.

8
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. SubSampleNumber — refers to the sub-sample number code the panelist was selected under.
. GroupNumber — refers to the group number code the panelist was selected under.
. JoblsClosed — specifies whether or not the job is closed.

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.

@ Single
@ Open Text
[y Folder

j ScalefLisk

Figure 8: The objects available in the New Objects toolbox

4.1.3 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.

4.1.3.1 Question Properties

The question objects in the Questionnaire Tree 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 Questionnaire Tree, right-click on the question and select Properties.
Or
. 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 9: 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 ASCI! 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
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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.

. 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.

. Data Write Access — this is the Write access permission level for the data in the database column.

See section 5.1.2.3 for additional information. The options here are:
— Low - all users with normal access permission can edit the data in this column.
— Medium — only users with access levels Medium or High can edit the data in this column.
— High — only users with access level High can edit the data in this column.

. Boolean — applicable for Single questions. If selected, the question can have only two options, and
the precodes 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.

. Characteristic — the group to which the data column is to be allocated. See section 4.1.3.2 below
for further details. The options are:

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

— Recoded - columns for which you expect the majority of operations will be writing of data.

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

— Loop 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.

. Date — defines the data from this open question (free text) as a date. The data in this column must
then be in the specified format, and the system will expect it to be in that format so it will not need to
analyze the data.

. Accept Leading Zeros — check this box if you want the field in the expression builder to accept
leading zeros.

. Unique — check if every field in the column is to be unique. Use this for passwords, login hames
etc.

. Deleted — will be checked if the question has been deleted from the Questionnaire Tree. Uncheck

to undelete the question. See also sections 4.1.1.2 and 4.1.1.3. Note that you can view deleted
questions by right-clicking on the Community 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.

4.1.3.2 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.
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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.

4.2 Database Generation

This menu command activates the database generation function. The Community 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 as described in section 4.1 Designer.

1. Go to the Panel Setup > Database Generation menu command.
The page shown in Figure 10 is displayed.
Cptions

Active Database Production

Generate database Update existing database (rebuild)

| Create

atabae

| Generate Database |

Figure 10: 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 5.6 Database
Cleanup.

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

4.3 Community Panel Definition Export

You can export Community 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.

4.3.1 How to Export a Panel Definition
1. Go to the Panel Setup > Community Panel Definition Export menu command.

The Survey Definition Export dialog opens.

11
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Email recipient |nige|.bennett@cnnfirmit. carm |

Comment | |

Figure 11: The Survey Definition Export dialog box

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 Community 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.

File to upload | |[ Browse... |

Figure 12: 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 par 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 Community Panel List, accessed by going to the Home > Community
Panels menu command. Once the panel is imported, you can import and attach a portal to it.

4.4 Designer Log

The system records actions executed on a project basis. 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.
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13-Dec-06 11:00:50 AM Apple, Adam Prafessionalauthoring: Praperty "datawriteAccesslevel” of node "q15" changad: "->"0"

19-Dec06 11100150 AM Apple, Adam Prafessionalauthoring: Praperty "characteristic” of nade "q15" changed: "-="0"

19-Dec06 11102130 AM Apple, Adam Prafessionalauthoring: Property "isBoolzan” of node "Gender” changed: ""-="true"

Figure 13: Example of the Designer Log page
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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.

In the General tab you can select as many languages as required for the Portal, but while you are working
in Community Panels, 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. Check the
boxes for the (up to five) languages you wish to show. To hide a language, click again to remove the tick.

n Save

Maximurm nurmber of active languag

[] Active Languages
[¥] arabic

Chinese

Danish

Cutch

English

erench

D Gerrman
DJapanese

D Spanish

Figure 14: Example of the Active Languages pane
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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 Community Portals database.

_}Home = End Users ~ CAPI/Kiozk ~ Panel Setup '|Pane| Utilities =

Panel Management = | Sample Management = - |user: Agsle, Adam 2]

L7 Overview Project Log 4 Export Community Panel Definition || Community Portal List Panel Activity Log Database Cleanup Suruey Sync

Figure 15: The Panel Utilities menu

5.1 Overview

When you access a panel via its link in the Community Panels List, you come first to the Panel Overview
page, General tab.

Once you have selected a panel from the Community Panels List and are in that panel, then when you go
to the Panel Utilities > Overview menu command the Panel Overview page for that panel opens.

Save Duplicate X Delete |
General 1 | Permissions Active Languages
Project ID po733286 | |
ProjectName  |Usermanual Communit ity Portal English
Start date =
End date =
Languages Available Select=d
Afrikaans -~ English |
‘Albanian = Complete responses
[Arabi
Arsbic (Algeria) << Incomplete res,
Arabic (Bahrain) 5 DB server name PILELY
Categories and 4, 5jlsble Categorias Selected SER G EREED
Keywords Template Falbil
Benchrmark >
Library =
DB last generated
Reporting last accessed
Creator steffensen, Ingvar Projectinfo last updated
Created 20-Nou-06 04:22:45 PM Data growth last day
Status production Log grawth last day
Deplayment W (public)
Enforce HTTPS in Advance: d Reporting ]
[ Project tasks ]
Refresh
I |
(from) = o) =
# Complete
# Incomplete —
Figure 16: Example of the Panel Overview page for a panel
This page provides general information about the panel, presented on three tabs.
5.1.1 The General Tab
5.1.1.1 The Main Area
The information presented in this part of the page 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.
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. 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.

. Categories and Keywords — the keywords registered for the project as listed in the Keywords
column on the Community Panels List page. See section 2.1. 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.

. Created — the date and time when the project was created. This cannot be changed.

. Status — the current status of the project. This is updated automatically as the project progresses.

. Deployment - the type of deployment selected.

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

. Project Tasks button — opens the Task management page. See section 5.1.1.2 for further
information.

5.1.1.2 The Task Management Page
To access this page, from the Panel Overview page General tab, click the Project tasks button.

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

Disable
[] Task I UserID Projact ID Schedule Status Tazk type Comment Recurr
p0733266 || (Any) ¥ (Any) | | tany) v (any) v| | Search

[] 3113  usermanual p0733266 Fri Dec 15 10:54:24 UTCH0100 2006 In queue Survey export surveyDefinition Export  Yes

3118 userrnanual p0733266 Fri Dec 15 09:54:24 UTC40100 2006 Completed Survey export SurveyDefinition Export Mo
2835 usermanual p0733266 Tue Dec1Z 11:10:0% UTC+0100 2006 Completed Survey export SurveyDefinition Export Mo
1720 usermanual p0733266 Tue Mow 21 09:35:07 UTC+0100 2006 Completed Rule Executor Mo

Figure 17: Example of the task Management page

The In the event the task list is extensive, you can search through the list using a number of parameters:

. Task ID —the ID number given to the batch job by the system.

. User ID — the login ID for the user initiating the task.

. Project ID — the system-generated project number.

. Schedule - you can filter tasks based on the schedule date (the date the task was initiated).
Various formats of date input are allowed: '11/20/2007', ‘20 November, 2007', '11.20.2007
14:45:23', etc.

. Status — select a status from the drop-down list.

. Task type — the type of task to be performed.

. Recurr — you can search for recurring tasks only, for not-recurring tasks, or both types of tasks.

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.

You can disable a task before it is executed or while it is being executed. To do this, tick the check-box
next to the task and click Disable. Once a task is completed the checkbox disappears.

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 project.

Click on the Task ID number to go to the Task Instance Properties overview. Here is displayed information
about the particular job’s Schedule, Status, percentage completed, Start time and End time, and the time
used to perform the task.
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Task instance properties

Pr\opevtles oo | 00000000 |

Task type
Survey export
Task ID 2835
Schedule 2006-12-12 11:10:03
Status Completed
Approx % completed [N 100%
Start ime 2006-12-12 11:10:04
End time 2006-12-12 11:10:06
Time usage o0:00:02
Assigned server WMOZ9

[ Tazk definition ]

Figure 18: Example of a Task Instances Properties window

Go to the Log entries tab to view a complete overview for the job.

Tirmestamp Deszcription
2006-12-12 11:10:04 @ Initiating task: Survey export

2006-12-12 11:10:05 @ Sending file

Z006-12-1Z 11:10:05 @ Export file sent to nigel. bennett@confirmit, corn

2006-12-12 11:10:05 (&) Task completed

Figure 19: Example of the Log tab

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

5.1.1.2.1 Task Definition

From the Task Instance Properties tab (see Figure 18), click on the Task Definition button to get an
overview of the Recurrence pattern for the job.

. Properties — provides general information on the selected job, and allows you to enter comments
on the job.

[Properties Recur | Instances | Parameters | |

Task type

Survey export
I 2805
Ouvmer usermanual

Company ID 10
Project ID pO733266

Comment SurveyDefinition Export

Save

Figure 20: Example of the Properties tab
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. 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. To edit this, click the Change button on the Recurr
tab. See section 5.1.1.2.2 for further details.

Current settings Inital start time = 12/12/2006 11:10:03 AM

Figure 21: Example of the Recurr tab

. 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 return to the Properties tab (see
section 5.1.1.2) to check the details for each recurrence.

Schedule Status

2006-04-28 10:00:00 @ |n queue

Figure 22: Example of the Instances tab

. Parameters — is for information only.

Projectid pO733266

Email nigel.bennett@confirmit. carn
Usercomment none

Engine none

Tasktype Firmglabal. Confirmit. Tasks. SurveyDefinition. SurveyDefinitionExport

Figure 23: Example of the Parameters tab

5.1.1.2.2 Recurring Jobs
A job can be set up such that it is repeated at regular intervals.
1. From the Recurr tab (See section 5.1.1.2.1) click Change.

The tab expands to show the additional properties.

Current setlings Inital start tirme = 12/12/2006 11:10:03 AM
Newr start time ) Dizable task (clear quaus)
@ azap

O [oio0 v|[15 v|[12 v| 2008 ¥

Recurring task Mo %

Figure 24: The expanded Recurr tab

Here you can disable a task, give it a new start time, or set it to recur at regular intervals.
2. To make the task recur, click the down-arrow beside the Recurring Task field and select Yes.

The tab expands further as shown in Figure 25.
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Current setlings Inital start time = 12/12/2006 11:10:03 AM

Newr start ime ODisable task (clear queue)

@ASAP
O (000 w15 v| 12 v|[ 2008 ¥
Recurring task
Recurrence pattermn type @ Ml
O Caily
O Weekly
O Manthly
Range of recurrence End by: |3Cl V||12 V||2l306 hd
Houy schedule Every El hours
Figure 25: Setting up the recurrence times
3. Set the options as required to create the desired recurrence pattern.
4, On completion, click Save to save the changes.

The tab reduces and lists the planned recurrences for the job.

Current settings Inital start time = 12/15/2006 9:54:24 AM

Pattern = Hourly

Interval = Every 1 hour(s)
Range = End by 12/20/2006

Next scheduled occurences 12/15/2006 11:54:24 AM
12/15/2006 12:54:24 PM
12/15/2006 1:54:24 PM
12/15/2006 2:54:24 PM
12/15/2006 3:54:24 PM

Figure 26: Example of the Recurr tab with planned jobs

The job is added to the schedule in the Instances tab.

Schedule Status
2006-12-15 10:54:24 W |n queue
2006-12-15 09:54:24 (@ Completed

z006-12-12 11:10:03 @ Completed

Figure 27: Example of the Instances tab with a job scheduled

5.1.2 The Permissions Tab

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 tab. All Confirmit users in

your organization will be listed in the tab, 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.
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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.

| General | Permissions | Active Languages |

INFORMATIOMN: Permission changes for other users will take effect at next login or within § minutes.

User ID Last Marme First Marme = R W D Adrninistrate project Dats access medium Data access high

Il Il \

Users in owin company

usermanual Apple Adam o o o @ | |

Groups

Other users

anhthe Anh The ® © o O [} O |

[ Add users ] [ Remove usars ]

Figure 28: Example of the Permissions tab

5.1.2.1 How to Add Users to the Permissions Tab

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

1. Click the Add users button below the list.
The Enter keys of new users dialog opens.
2. Paste the new user’s key into the field and click Add.

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

Enter keys of new users
F I

[
Add
Figure 29: User Key Entry Window

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

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

5.1.2.2 How to Remove Users from the Permissions Tab
To remove a user from the Other Users list:
1. Click the Remove users button below the list.

A dialog opens listing the users in the Other Users list.

I:‘ User ID Uszer narne

[] anhthe The anh

Remouve

Figure 30: The Remove Users dialog

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

5.1.2.3 Access Permission Levels

The panelist data is held in columns in the database; one column for each “question” (see also section 4.1
Designer). 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 (see section 4.1.3.1). Each user is given access permission to one of
these same levels here in the Permissions tab.

. Normal — the default access level. Neither of the Data Access checkboxes is 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 Write Access Medium or High.

. Data Access Medium — the Data Access Medium checkbox is selected. The user can read all the
data columns, and change data in columns that have Low or Medium Data Write Access but cannot
change data in columns having Data Write Access High.

. Data Access High — the Data Access Medium and High checkboxes are selected. The user can
read or change all the data columns.

5.2 Project Log

This accesses the same function as the Panel Setup > Designer Log menu command. See section 4.4
Designer Log for further information.

5.3 Export Community Panel Definition

This accesses the same function as the Panel Setup > Community Panel Definition Export menu
command. See section 4.3 Community Panel Definition Export for further information.

5.4 Community Portal List

5.4.1 Introduction

In Confirmit you can build your own library of panelist interfaces (Community 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 Community 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 Community Portal List.

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 (community), you can then recruit relevant
respondents to specific surveys. A Community Portal is the interface (homepage) through which your
panelists log in to participate in surveys, check their point status, change their profile, etc.

Community Portals can only be used together with Confirmit Panels.

5.4.2 Accessing Community Portals

1. On the Community Panel List page, click on the appropriate Panel ID to open the Panel you wish to
work with.
2. Go to the Panel Utilities > Community Portal List menu command.

The Community 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. To open a Community 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 then click the button
to display a drop-down menu.
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X Delete Import Community Portal Mew Community Portal

[] Portal Mame Company Created By Created Published Test Published &

12/13/2006 10:38:01
AM

O ‘Dncumentatmn Portal 1 ‘ @

Designer )

Duplicste

Userguide Company Ltd,  Apple, Adam

Export

Figure 31: Accessing a Community Portal for editing

The menu options are:

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

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

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

5.4.3 How to Add a Community Portal to your Panel
A Community Portal can only be activated on a Confirmit Panel. You can do this in two ways:
. Create a new Community Portal.
. Add an existing Community Portal template to your panel (this is the most common approach).
Note that the direct panelist link will be displayed under Panel Management together with the link to the
panel registration survey.
5.4.3.1 How to Create a New Community Portal for a Panel
1. Go to the Panel Utilities > Community Portal List menu command.
The Community Portal List page opens.
2. Click the New Community Portal button located towards the upper-right corner of the page.
The Properties dialog box opens.

Name

Cancel Mext = Finish

Figure 32: The Community Portals Properties dialog box

3. Type a name for the new Community 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 create the portal.

4, Select the desired template from the list and click Finish.

The Community 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.

5.4.3.2 How to Import a Community Portal

You can also import Community Portals created on other Confirmit installations. See section 5.4.6.1.6 for
details on how to export a Community Portal.

Note: You must first have a Panel into which the Portal can be imported.
1. Go to the Panel Utilities > Community Portal List menu command.
The Community Portal List page opens.
2. Click the Import Community Portal button located towards the upper-right corner of the page.

The File to Upload selection dialog box opens.
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File to upload | |[ Browse... |

Figure 33: The File to Upload selection dialog box

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

The portal is imported to this Panel.

5.4.4 Community Portal Languages

The Community Portal pages and texts can be made available to the respondents in any language and
any number of languages.

5.4.4.1 How to Add a Language to the Portal

1. In the Community Portal toolbox, right-click on the Portal name (the top item in the toolbox) and
select Properties from the menu.

The Properties page for the portal opens.

[ereperier——

H Save E Save and Cloze @‘ Reset

Community Portal - Documentation Portal 1

Marme |Documentation Partal 1 |

Default Language | English v|

Portal Languages (Languages) I:I
[E Title
English | |

French | |

German | |

Figure 34: The Properties page for the 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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‘A http:/fauthor.testlab.firmglobal. net - Portal Languages - Microsoft Internet... E|@”X|

Portal Languages conﬁrml't(.,
G
Find what | | | Find |
D Match case
[] Match whole words only
Available items Sselected itemns
I:‘ Language Marme g I:‘ Language Marme
[ afrikaans 3 ] English
[ albanian [ French
[0 arabic [0 aerman
I:‘ Arabic (Algeria)
D Arabic (Bahrain)
[ arabic (Eaypt) L]
&] Done ® Internet
Figure 35: The Portal Languages window
3. In the 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 Items column.

Select a language in the Selected Items column and click the << button to remove that language.
5. 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. See also section 5.4.5.5.3 Page Properties.

5.4.5 The Community Portal Designer

The Community Portal Designer is where you create and make changes to your portal pages. In Figure 36,
the Community Portal toolbox contains a Page Master, two Themes, and four Pages. In addition, there are
three pages inside the Members Only folder (for more on Folders see section 5.4.5.5.4 Folders).
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Toolbox ~

= E Documentation Portal 1
El |5 Page Masters
@ Defaulk Master
El [ Themes
E Green
E Qrange
= |[J) Pages
524 Home (DEFALLT)
|E23 Join Community
|E83 Lost Password?
[ Facs

|2 Mernbers Only

o R

Page area

Login

Laogin namne

Login skakus
Password recovery
Change password
Mavigator
Mavigator path

Language selector

Theme selector

Figure 36: The Portal Designer toolboxes

The Community Portal toolbox contains the Page Masters (see section 5.4.5.1 The Page Masters),
Themes (see section 5.4.5.2 The Themes), and Pages (see section 5.4.5.5 The Pages). The Visual
Components toolbox contains the elements that you can use on a page. Visual Components are explained
in section 5.4.5.6 Visual Components.

5.4.5.1 The Page Masters Folder

A Page Master is a template that provides an overall look-and-feel to the pages in the Community Portal.
You can create as many Page Masters as you need for a Portal. You can define one Page Master as the
default, and this master will be applied to all pages in the Portal unless another Page Master is specified
for that page. A portal page will always adopt the look-and-feel of the Page Master specified.

5.45.1.1 Howto 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.

5.45.1.2 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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RF
0 Members only
(5B} Cotact Us
(523 Aot

52 Login cLOGIN)

i Navigator path
[ 2

i Pagelink - Join Community |1 Page link - FAQs i Pagelink - ContactUs
H i HH H

v

Corrant Rule:_(rone) [Language Ensish v | Database Prodaction || Comfirmt 11 tast site | © 2006 FIRN

Panel: UserManual Community Portal (p0733266)

Figure 37: 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. For more information on the Visual Components, see section 5.4.5.6 Visual
Components.

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 section
5.4.6.2 Editing your Page Masters and Portal Pages.

5.45.2 The Themes Folder

A theme is a collection of different Styles, each holding a specific layout definition. Inside a Community
Portal you can have as many themes as you wish, but only one can be active at a time.

To set a theme as default, right-click on the theme and select Set as Default. Confirmit will display the text
“DEFAULT” next to the default theme in the Community Portal toolbox.

If you want the panelist to be able to select a theme, use a Theme Selector (see section 5.4.5.6 Visual
Components).

5.45.3 Styles

Click the plus sign in front of each Theme to see all the styles for that Theme. Figure 38 shows the styles
available in the Green theme. When 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.

Click Apply or Apply and Close to apply the change.

4, On completion, save the changes.
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[ Tootbox

Z) Community Portal

Foeperse,

navigatorbg

%
El 5 Page Masters ~
774 Default Master
Bl [ Themes

= [ Green
[ navigatorbg
profile

Fheme selector

tablegrid
pagetite

Orientation

topbutton
koplagin
toplagintitle

EEIEIEIEIFEIEEEEEIEIE

Text Layout

Apply| Apply and Close | [& Rasd L ofile
Login - Login tablearid
pagetitle
topbutton
Login Button Type
Login Button Image Ur topfpaintitla
topfextbax
Logout Image Url toffabel
fockarlabel

nafigatortopitzm
nafigatarsubtopitern
nafigatar

—

Display Remember Me
bofy
toptextbox Show Login Ststus When Logged In
toplabel
Faoterlabel Password Recovery Page
navigatortopitem [ page
navigatorsubtopitem
_ Style Narme toplogin v
navigator
body [ e TP PR Title Text Style Harme toplagintitle v
(4 Orange. y
_ Blgormer Havigator path
Z) ¥isual Components Logged In Status Text Style Mame |toplabel v
Login
Login Buttan Style Name
Login namme
Login status
o e Hyper Link Style Narme toplabel v
hange password Label Style Marne toplabel v
a 2
,,,,,,, v —

; UserManusl Cemmunity Pertal (pO0733266)

Current Rule: (none)

‘hngua;el English v |Database Production || Canfirmt 11 test sibe‘@ 2006 FIRM

Figure 38: 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.

[ save [Ef 9ave and Close [& Preview Reset

Native HTHML Style - pagetitie

m‘ Backgraund | Text | Position | Layout | Edges | Lists | Othar
Color [#4nzacE
Farnily [verdana |
Italic [ mat sat v
Srall caps [ Mot set ~]
Bald [ mat sat v
Size |20 |
Underline [l
Strikethrough [l
Ovetline O
Preview |

Html Style Preview

I

! margin-righti 10px;

i font-size:z0px:
| color: #4ABAGE:

! font-familyiverdana)

Figure 39: Style properties

When you change a setting, Confirmit provides an instant preview of the style so that you can see how
each 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. Refer to section 5.4.5.6
Visual Components for further information.

5.4.5.4 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.
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Figure 40: View Stylesheet Contents

5.4.5.5 The Pages Folder

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

the portal pages.

54551 How to Create a New Page

To create a new page in the Portal:

1. In the Community 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.

5.455.2 How to Edit a Page

Double-click on a page in the Community Portal Pages folder to open the page for editing. The Community
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 their positions on the page.

A new page has been created in the Pages folder, called in this case Example Page (see section 5.4.5.5.1
for details). This page will now be used to provide worked examples of the various procedures used when
editing a page.

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 (see section 5.4.5.1 for more information on Page masters):

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.
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As is shown in section 5.4.5.1.1 How to Create a Page Master, the element called “Page Area”
determines where the page (portal page) is located on the overall page (Page Master).

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.

2. 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 Community 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
Community Portal toolbox.

| Toolbosx = Save E

Layout | py

=] E Dacurnentation Porkal 1 e
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@'Default Master -- Style --
|5 Themes _
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L4 Lost Password?
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Set As Login I |
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. [ T

Figure 41: Setting the Login page

5.455.3 Page Properties

To open the Properties pane for a portal page, right-click on the page in the Community Panel 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 42: Example of a Page Properties page

The page properties are as follows:

Page Master — defines the layout for that page (see section 5.4.5.1 The Page Masters 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 (see also section 5.4.5.5.4).

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 (see section 5.4.4 Community Portal Languages). 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).

5.45.5.4 Folders and Structure

Folders are used inside the “Pages” section to create a menu structure for the portal pages. Each folder
will create a clickable submenu for the panelists.

To insert a new folder, right-click on an existing folder and select either Insert Folder (Inside) or Insert
Folder (After) as appropriate. 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 Figure 43, 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” creates a dropdown 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 43: Using a folder to create a menu layout

5.4.5.6 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

5.45.6.1 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 to first create a table on that page. 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.

3. Double-click on the appropriate page in the Community Portal toolbox Pages folder, or create a

new page. See also sections 5.4.5.1.1 and 5.4.5.1.2.

The Page Editor for the

page opens.

Save %;

Lavout | preview

Figure 44: The blank page editor

4. Click the Table button E (A in Figure 45) 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 to create the table.
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Saue&:

Layout | preview

Figure 45: 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 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 Figure 45).

This table is used to define the positions of the components on the page.

. 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.

. In the right-click menu you can also add and delete rows and columns for the table.

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

Save %3

Layout | preview

Figure 46: The resulting 2x2 table

5.4.5.6.2 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 and choose Insert
Component.
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Figure 47: Dragging a Visual Component into the table

In the example, a Login Status component is being dragged into the upper-left cell of the table. On
completion the Editing Page will look as shown in Figure 48.

Save %;

Lavout | preview

Figure 48: The table with the component in place

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.

5.4.5.7 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.

5.45.7.1 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 49: A Page Master with the Page Area element

5.45.7.2 Login
The Login element displays the username and password text-fields and the associated Login button to the
panelists.
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aligua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip.
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Figure 50: Example of the Login component in use

5.45.7.3 Login Name

The Login Name element displays the panelist’'s username (normally the email address) after he or she
logs in. In Figure 51, 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.
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Figure 51: Setting up the Login name component

5.45.7.4 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
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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.

5.45.75 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.

5.45.7.6 Change Password

This component allows the panelist to change their password at any time.

5.4.5.7.7 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.

5.45.7.8 Language Selector

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

Example Page | Home | Join Community Members Only

Login

Figure 52: Example of the Language Selector in use

545.7.9 Theme Selector

If more than one theme is available to the portal, then the Theme Selector component allows the panelists
and other visitors to choose which of the themes is used for their portal. In the example shown in Figure
53, the selector is located in the upper left corner of the page (ringed) and the “Green” theme is selected.
For more details on Theme, see section 5.4.5.2 The Themes.

Lavoutl Preview
Language: | English

confirmity,

Example Page | Home | Join Community Members

Login

Figure 53: Example of the Theme Selector in use
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5.4.5.7.10 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.

5.45.7.11 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.

| Toolhox - Save &

Lavout | praview

523 Join Community

583 Lost Password? b LB B L UE=E S SEE
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Figure 54: Example of the Credit Balance component in use

5.4.5.7.12 Edit Profile

Your panelists should have the opportunity to change 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.

5.4.5.7.13 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.

5.4.5.7.14 External link

You can insert hyperlinks on your portal pages. Simply drag the Visual Component “External link” onto a
page. Then double-click the element (or right-click and choose “Properties”) to set properties for the
element. Inside properties you specify what URL you want this link to have.

5.4.5.7.15 Link Target

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

5.45.7.16 Text

Use the Text component to display text on a portal page. As explained in section 5.4.6.2.6 Free Text you
can enter text directly onto a page. If you do, such text will be the same for all panelists, regardless of
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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 (see
section 5.4.5.7.8 Language Selector).

5.4.6 Properties on a Community Portal

To set properties on the portal level, right-click the portal name, and choose Properties.
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Figure 55: Properties on portal level

The portal name is displayed on top of the property sheet. Inside Portal Languages you select which
languages you want the panelists to pick and choose from. In our example we have selected English,
Japanese, and Norwegian. As Default Language you specify which of the Portal Languages you want to
use default. This language will be used as the first-entry language and whenever another language has
not been chosen. Inside portal properties you can also state language-specific titles. These will be
displayed to the panelists and other visitors.

5.4.6.1 Managing your Community Portals

You can create as many Community 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.

5.4.6.1.1 How to Publish a Community Portal

Only one Community Portal can be published for a panel at a time. The published portal is the one used
publicly for that panel. When a portal is publish, the Community Portal URL becomes available from the
Project Management page > Overview tab. If another portal is published for the active panel, the new
portal will override the old portal.

Any changes you make to the Community Portal do not become public until the portal is published.
To publish a portal:
1. In the Community Portal toolbox, right-click on the portal name to open the drop-down menu.

2. Choose Publish from the menu.

5.4.6.1.2 Testing your Community 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.
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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.

5.4.6.1.3 Managing your Community Portal within your Panel

To list all portals that are added to the active panel, go to the Panel Utilities > Community 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.

5.4.6.1.4 Managing your Community Portal Templates

The same Community Portal can be used on many different panels simultaneously. Whenever you save a
portal as a template (see section 5.4.6.1.5 How to Save a Portal as a Template) the portal is stored as a
general (global) portal template, which can later be added to other panels.

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

'_:-Home & |End Users = CAPl < Panel Management = Designer ™ Translation = Respondents ™ Reporting ™ Su  ~ |User: Confirmit, user |\_]
|j New = |¥JRecent * |j Project List LLSI Panel List 1»? Favorites Archiving Tasks @ Reportal @ ... | Database Designer Templates ~ ; Impor ™
| >< Delete [} Search Import Community Portal New Community Portal
|:| Name Company Creatad By Created z
Confirmit = v D
[0 General Portal {White BG) FIRM AS Confirmit, user 11/29/2005 9:19:36 AM
D My Standard Portal FIRM AS Confirmit, user 11/29/2005 9:19:10 AM
4] | Community :Cﬂk-»j| X | h | FIRM AS Confirmit, user 11/29/2005 9:17:54 AM

Figure 56: Community 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.

5.4.6.1.5 How to Save a Portal as a Template

To save a portal as a template for later use, right-click on the portal name, and choose Save as Template.
An identical copy of the current portal is then saved as a template. You can make changes to the copy or
the original without the other being affected.

5.4.6.1.6 How to Export a Community Portal

If you wish to make a Community 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. In the Community Portal toolbox, right-click on the portal name and select Export from the menu.

The Properties dialog opens.

Email recipient |adarn. zppla@firm. com

Figure 57: 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. See section 5.4.3.2 for details on importing portals.
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5.4.6.2 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.
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).
See section 5.4.5.3 Styles for more information.

5.4.6.2.1 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
dropdown menu.

5.4.6.2.2 Deleting Table Cells, Rows and Columns

To delete unwanted cells, rows and 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.

5.4.6.2.3 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 Cloze E{ Reset

HtmiTableControl

BackgroundCalar |

width [100%

CellPadding

|
|
Height | |
|
|
|

|
CellSpacing |
|

Border

Figure 58: 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.
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Figure 59: 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.

Have a look at the table properties above. Cell padding and cell spacing, as well as, borders are set in
pixels. Cell Spacing is how far apart you want the cells to be within the table. Cell Padding is how far from
the cell walls you want the text (or other contents) inside the cell to appear.

5.4.6.2.4 Cell Properties

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

HtmliTableCellControl
BackgroundColar I |:|
width |
Height |
Calspan |1
Rnwifan |1
HarizantalAlignrent I Mot Set ;I
WerticalAlignment INu:ut Set ;I

Figure 60: Cell properties

You can change the background color, width, and height as described in section 5.4.6.2.3 Table
Properties. Be aware that changing these 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.

5.4.6.25 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.
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Sa\re %;1

Layout | praview

& & B @ 'EE

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

Figure 61: Example of the HTML editing mode

Note: When working in HTML mode, do not alter or remove the code that refers to Visual
Components (page elements).

54.6.26 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.

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

If you are in HTML mode (see section 5.4.6.2.5 HTML Mode) 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 page logs activity in the panel, primarily activity with Panel Rules and Sampling.

An example of the page is shown in Figure 62.

‘,;‘- Hoz e [rm [E | el [ status ok v
Log Td Date Time Duration Username Rule Set Batch/Manually | Activity Tupe -
- v all v Al v
@ 157 11/21/2006 9:35:14 &M < 1 min usermanual Manually Manual Rule
@ iss 11/20/2006 5:03:54 PM < 1 rnin inguars Manually Manusl Rule
& 154 11/20/2006 4:58:11 PM 1 min inguars Manually Manual Rule

Figure 62: Example of the Panel Activity Log List page

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:

. From / To — The time and date is logged for every activity. Either type in or select the dates
between which the activity that you are interested in occurred.

. Status — the status of the activity. This can be:

— All —shows all activities.
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— OK - shows all activities that were concluded correctly.
— Abort — shows only those activities that were aborted before completion.

— Error — shows only those activities that were stopped due to an error.

. 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.

. 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.

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

. Batch/Manually — select Batch or Manually to show only those activities that were run as batch

files or manually respectively. Select All to reset.
. Activity Type — select the type of activity that you are interested in.
Select the appropriate criteria and click Search.

Once you have found the required log item, click a Log ID link to open the Log Details page for that item.

| x Close
Log Id 154
Date Time 1172042006 4:58:11 PM
Duration 1 min
Usermame inguars
Rule 5=t
Batch /Manually Manually
Activity Type Manual Rule
Status (e].4
Drescripton

Execute Rule [(Populate Panel Fields) is completed. ~
Frorn tasklog:

Initiating task: Rule Executor

Executes Rule: Populate Panel Fields [117)

Starts cormnpiling...

Initialize package...

Walidates package...

Execute package...

Beginning of package execution.

Start Irnport,, 11720/ 2006 4:55:12 PM
9916 rows imported (11/20/2006 4:58:35 PM) b’

Figure 63: Example of a Log Details page

5.6 Database Cleanup

When working with the database, if you delete a question (a column) and regenerate the database, the
guestion 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:

. 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 (see section 4.1.1.3 How to Undelete an Object).

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. Go to the Panel Utilities > Database Cleanup menu command.
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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 Sync

The Survey Sync function checks all surveys associated with the current panel, and updates the panel
iffwhen there are changes. This is to keep 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.

1. Go to the Panel Utilities > Survey Sync menu command.
The dialog shown in Figure 64 opens.

Comment

Start Time ASAD w

Ok

Figure 64: The Launch Survey Synchronization Task dialog

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.
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. See sections 5.1.1.2.1 and
5.1.1.2.2 for further details on recurring jobs.

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.

6.1 Single Panelist Editor

This page lists the panelists registered in the database. In the upper pane, each panelist is presented as
his/her response ID, in numerical order. In this pane you can specify the data columns that are to be
displayed, and filter the list to focus on particular panelists.

"_;‘Home ~ End Users ~ CAPI/Kiosk ~ Panel Setup ~ Pansl Utilities - ‘Panel Managemant * ‘ Sample Managemant ~ ~ ‘User: Apple, Adam ‘ g
Single Panelist Editor Multiple Panelist Editar Current Rule Current Rule Set Rule List Rule Set List Wirtual Variable List -

Active Database Production

Filter: No advanced filter.

‘p search TSI p— ~ | Select Calumns... Advanced Filter... Clear Advanced Filter

responseid Quality_Scare |~

=~ \

|

Y]

Page 1

7 Dalete Panslist Selact & view | - - % | Select Rows...

Field Text Answer Precode Answar Text

AccessFromGyberCafe Mot Answered/Skipped

= - Y

AccessFromHome True
AccessFromLibrary Mot Answered/Skipped
AccessFromother Mot Ansuered/skipped
AccessFromOtherSpecifisd Mot Ansuered/Skipped
AccessFromSchool Mot Ansuered/Skipped
AccessFromWork True

ActivateDate 10/1/1937 12:47:00 PM
Active ] Request Deletes

<

Page 1

Figure 65: Example of a panelist list in the Edit window

To select a panelist for editing, click the panelist's Response ID number. The selected panelist’s details are
then displayed in the Details pane in the lower part of the Confirmit window. See section 6.1.5 The Panelist
Editor Tabs.

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.

6.1.2 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.
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3 http:/author.testlab.firmglobal. net - Select Columns - Microsoft Internet E..

Select Columns 't !
Select from the available items below Conﬁ rm "«"
3 close
Select action on views
&Feg ]
Find what | | [Find ]
[] Match case
[] Match whole words only
Available items Selected items
[] Form Hame Form Marne
[0 pateofeinh
Emnail
Gendar
[0 LivesIncity
[0 Passwerd
[0 RecodedField1
[ userLogon
@Done ® Internet
Figure 66: Example of the Select Columns window
To select columns:
1. In the 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.

6.1.3 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.

2 -~ Web Page Dialog

Expression:
Search: Operators w add here  validats
Crand
DateOfbirth - Date Of Birty : Oor
z?:éla}%ngzlr‘\dagrd;:iia panelist :lg ®N°“E
LivesInCity - Panelist lives in the
Paszsword . D Not
RecodedFieldl - This field can be
Responseld
UserLogon Functions
@ Equal
In
O Between
O
Os=
O-=
O<=
Contains
Left
Right
[@F 2]
http:ffauthor. testiab. firmalobal netyconfirm/authoring/EnterprisePanel{Sampling/ExpressionPopUpEditor Container . aspix?ProjectId: | 4 Internet

Figure 67: Example of the Advanced Filter window
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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.

Click Add Here to add the selected data to the expression.

Select the required operator, and again click Add Here to add it to the expression.
Repeat the steps until the desired expression is built.

On completion, click OK to apply the expression to the panel.

Click Search.

© N o 0o &> w

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.

6.1.4 Clear Advanced Filter

Click this button to clear the expression from the advanced filter and reset the list of panelists.
6.1.5 The Panelist Editor Tabs

6.1.5.1 The Details Tab

This tab shows the details of the selected panelist.

Details | all Gurveys || Comnpleted surveys || Surveys started, not campleted | Surveys not started

X Delate Panelist Selact & vigw | ------------- + | Select Rows...
Field Text Answer Precode Answer Text &
DateCfBirth Date OF Birty 10/26/1983 12:00:00 AM

Emnail Ernail address 230100001

Gender Gender of the panelist 2 Fernale

LivesInCity Panelist lives in the city o False

Password 130100001

RecodedFieldl This field can be used far anything 40.00

UserLogon L30100001

Page 1

Figure 68: Example of the Details tab for a selected panelist

To edit the detalils, 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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A http:Mauthor.testlab.firmglobal. net - Update responses - Microsoft... |:| |§|lg|

Update responses 4 H .(
Select a new answer - Click "OK" to u conf' rm lf @
x Close
|p Search |
Answer Precode Answer Text z
O 1 Male
Oz Fernale
Page 1
all a b cde fghijik |l mnopgerstuouwmwxuyz
Not answered D
&] pone 0 Internet

Figure 69: Example of a panelist details editing window

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.

6.1.5.3 The Completed Surveys Tab

This tab lists all the surveys the selected panelist has completed.

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. A link to the survey is
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.

e Survey Link - Windows Internet Explorer

£ | httpffsampling2. firmglobal et fconfirm) authoring/Enter prisePanelfSurveyLinkPopup, aspx P PanelistId=3018094085ur vey [d=p0431 3668Project v
- - -
Survey Link conﬁrmlfﬂ,
x Close

Survey Link (Url) http://sampling2.firmalobal.net/wix/p0431366.aspx?r=16s=PHKRFMCD

@ 2007 Confirmit

€D Internet FA00% -

Figure 70: Example of the Survey Link window

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, as above.
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6.2 Multiple Panelist Editor

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 Figure 71 opens.

[& save Exscute Select Rule

cendition Action

[variables oy silable selectzd

Search

DateOfBirth - Date Of Birty

Ernail - Email addrass

Gender - Gender of the panelist

LivesInCity - Panalist lives in the ity
Paszuard

RecodedFieldl - This field can be used for ar
UserLagan

Validate

Figure 71: 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. See section 6.3 Current
Rule for further information on Rules.

To create a condition:
1. Click Edit.
The Expression Editor window opens as shown in Figure 72.

A - Web Page Dialog, gl

Exprassion:

Search:

Operators ¥ Add here Validate
Oand
D steOfBirth - Date Of Birth 2 Oor
Ernail - Email address I:l

Gendar - Gender of the panalist ® None
LivesInCity - Panelist lives in the
Passward

a1s hor
RecodedFieldl - Thiz fizld can be
Respanseld
Userlogen

Functions

& equal
In

O Betusen

O~

O>»-

O«

O e
Contains

Left

Right

O 1snun

http:/ author testiab. firmglobal. netjconfirm/authoring/EnterpriseP aneljSampling/E xpressionPopUpE ditorContainer .aspx?Schematiode= | @ Internet

Figure 72: Example of the Expression Editor window

— The left column lists all the questions/columns in the panelist database.
— The second column lists the possible answers for the question/column selected in the first column.

— The third column lists the operators and functions available for the question/column selected in the
first column.

— 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/information you can type the expression directly into
the Expression field. However by doing this you risk creating errors that will prevent the
expression from functioning correctly. In most cases, the most efficient method of creating the
expression is by using the procedure described below.

2. In the left column, find the question/column you wish to add to the expression and click on it to
select it.
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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.

4. In the third column, select the required operator and function.
5. In the expression area, click Add Here to copy the selected question and answer(s) into the
expression.
6. Repeat the procedure as required to build the desired expression.
A -- Web Page Dialog rg\
Expression:
Search: Operators * Add here  walidate
@And DATEBETWEEN(D ate OfBirth, TODATE("1/1/1980"), TODATE
DateOfBirth - Date OF Birth Date: oo (1710719807
etar  Bancar of e panaist Orone
LivesInCity - Panelist lives in the| End Date:
Pazsuord Dot
RecadedField1 - This field can be
Responseld Functions
Usarlagen O Equal DATEBETWEEN(D zt=OfRith, TODATE( 1/1/1980 ), TODATE( 1/10/1980 ))
In
@Between
O-
(o)
O«
(o
Containg
Left
Right
O rsnuall
lhttp: /jauthor testlab. Firmalabal netfconfirm/autharing/EnterprisePaneliSampling E xpressionPoplUpEditor Conkainer aspx?SchemaMade= | Internet

Figure 73: Example of an expression under construction

7. Click Validate to check the expression does not contain errors.

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 (DAIEBETWEEN(DateOFEmh, TODATE( 1/1/1980 ), TODATE( 1/10/1980 ))) Action

variables ayailable selected

DateOfirth - Date OF Birth

Ernail - Email address

Gender - Gender of the panalist
Panalist lives in the cit

anel: UserManual Gommunity Panel (p0733266) Current Rules (none) [Language | Enslish v Database| Production || confirmt 11 test site | @ 2007 FIRM

Figure 74: 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.

10. In the 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 explained in
section 6.3 Current Rule.
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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.

0 qualified records have been found.

0 out of thesze qualified records will be updated.

Do you want to update those records?

Update Cancel

Figure 75: Example of a search result

15.  If you wish to update the panelist records, click Update. Otherwise, click Cancel.

6.3 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.

The Current Rule page shows the details of the rule selected in the Rule List (see section 6.5). When you
select a rule in the Rule List, the Current Rule page opens at the General tab — see Figure 76.

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

. Back — takes you back to Rule list

. Save - saves any changes made.

. 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.

. Execute — once you have set up the rule and are sure it is correct, click this button to run the rule.

. Validate Action Script — checks the script created in the Action tab to ensure there are no errors.

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

6.3.1 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 and set the Status. The remaining information cannot be edited.

|@ Back Save Duplicate Execute Validate Action Script Export Panel Rule |

General | Source || Action || Target

Rule ID 387

Rule Mame Dermo Rule 1

Comment This rule iz created as a demonstration to be used in the Community Panels User

Manual.

Status @EnabledODisabledOOne Run &nly
Created Date 12/19/2006 1:15:15 PM
Created By usermanual

Figure 76: Example of the Rule Details > General tab

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

— 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.

— One Run Only - select to specify that the rule is to be run only once.

6.3.2 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 screen layout thereafter depends on the
Source Type selected.

6.3.2.1 Source Type > Panel Database

When you select Panel Database as the source type, the Source tab layout is as shown below.
General | Source | Action || Target
Source Type Panel Database b

Expression

Edit...

Community Panel Variables Available Selected

Search

AccessFromCyberCafe S
AccessFromHome
AccessFromLibrary
AccessFromOther
AccessFromOtherSpecified
AccessFromSchool
AccessFromWaork

ActivateDate =
Active e
ActiveDaysOnPanel

AddedDate

AgePresOfKids

ACLBrowser

ACLUser

archiveflag

archiveflagdate

BusinessOwner

CanadianProvince M

Survey History Variables D Specify Survey History Variables

Figure 77: The Source tab with Panel Database selected as the Source Type

. 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, see section 6.2.

. Survey History Variables — check this box only if exporting data and then if the result will be files,
or if you wish to generate BitStream files.

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.

6.3.2.2 Source Type > File

Select this option if the data source is a file. The Source tab layout is then as shown in Figure 78.
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General | Source | Adtion || Target

Source Type File w

Formatting Tab Separated b4

Locale English (United States) | [Junicade
Code Page 1250 - Central European [(Windows) W

Uploaded File Mo source file has been uploaded, Upload file...

Figure 78: The Source tab with File selected as the Source Type

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

. Unicode — check this box if the file is saved as Unicode. The Code Page property is then disabled.

. 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.

. Code Page — select the code used in the file.

1. Make the required settings, save them, then click Upload File.

A File Upload dialog opens.

2. Browse to and select the file to be uploaded, then click OK to load the file.
After the file is loaded, the Mapping Setting button appears.

3. Click to open the Mapping page.

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.

General | Source | action || Target

‘@ Back Map Fiald Remove Mapping Set Mapping Key ‘
P

Field Hame
() completedDate
(O DateofBirth
() Gender
() GroupMurnber
) InvitationDate
) JobMumber
() LivesIncity
() Password
O ats
() RecodedFieldl
() ReservedDste
() Responseld
() StartDate

() subsampleNumnber

Type

srnalldateti...

srnalldateti...

nvarchar
tinyint

zrnallint

srnalldateti...

nwarchar
bit

nwarchar
nwarchar

nurnerc

srnalldateti...

int

srnalldateti...

srnallint

Tize Is Univ. @&

4 YES

5
-

Figure 79: Example of the Mapping page

L

Field Mame

Map any unmapped fields to the appropriate columns in the database.

To do this, select the Unmapped File Field (ringed to the upper-right of the page), then select the
Panel Database Field to which you want to map the File Field (ringed towards the left side of the
page), then click Map Field (arrowed in the toolbar). Note that in this case, as the File Field is

named the same as the Database Field, the mapping would have been performed automatically.

On completion, click Back to return to the Source tab.

Click Save to save the changes.
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Note: If you have more than one BitStream data source in a panel and use rules to update them
(see also section 6.3.4.1 Target Type > BitStream Files), 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.

6.3.2.3 Source Type > Database
Select this option if the data source is a database. The Source tab layout is then as shown in Figure 80.

General | Source | Action || Target

Source Type

Connection String
Table Name @

Query String O

Figure 80: The Source tab with Database selected as the Source Type

. Connection String — the connection string used to connect to the database.

. 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.

6.3.2.4 Source Type > Survey

Select this option if the data source is a survey. The Source tab layout is then as shown in Figure 81.
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General

Source Type

Survey Status

Additional Survey Variables

Community Panel Variables

Survey History Variables

Source | Action || Target

Complete -

Available

Search

DateOfBirth
Ernail
Gender
LivesInCity
Password

qls
RecadedFieldl
UserLagan

Available

Search

InvitationDate
SurveyStatus
StartDate
ReservedDate
SubSampleMumber
SroupMurnber
CormpletedDate

=

<

==

<

Selected

Selected

Figure 81: 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, on the Target tab the Target Type parameter
must be set to Panel Database and the Target Mode parameter must be set to Update. See also
section 6.3.4.4.

Survey Status — select the required option. Additional fields will be activated depending on the

selection. All options and fields are described below.

Complete — selects only data from completed surveys.

Incomplete — selects only data from completed surveys.

Non-starters — selects only data from completed surveys.

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.’. |.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.

Community 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 (see section

6.3.3).

Survey History Variables — the fields in the Survey History table.

6.3.2.5 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.
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General

Source Type

Datasource

Expression

Bitstream variables

Source | Action

Target

Bitstream Files b4

Active Panelists hd

Available

Search

AccessFromCyberCafe A
AccessFromHome
AccessFromlibrary
AccessFromOther
AccessFromOtherSpecified
AccessFromSchoaol
AccessFromWoark
ActivateDate

Active

ActiveDaysOnPanel
AddedDate

AgePresOfKids
Aggregated.AVG_SUBSAMI
Aggregated.AVG_SUBSAMI
Aggregated.COUNT_PART:
Aggregated.COUNT_PART:
Aggregated.MAX_RESERVE
Agagregated.MIN_RESERVE ¥

>

Lt

Edit...

Selected

Survey History Variables

I:‘ Specify Survey History Variables

Figure 82: The Source tab with Bitstream Files selected as the Source Type

. Datasource - this field contains a list of the available BitStream files. Select the required file to

populate the Available list. In the figure above, Active Panelists is selected.

. 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, see section 6.2.

. BitStream variables - select the required variables.

. Survey History Variables — check this box only if exporting data and then if the result will be files,

or if you wish to generate BitStream files.

6.3.3 The Action Tab

Use the Action tab to specify actions that are to be performed on the data.

General || Source | Action | Target || Scheduling

Global Properties var PrevGender : int;

Global Script PrevGender = 0;
Action if (Previender == 1

+

PrevGender = Gender;

Available Fields

Figure 83: Example of the Action tab
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Note: You are not required to enter information into this tab. 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 (see section 6.3.2) 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.

. Global Properties — you can define script properties that will be available to all records. They must
then be defined here.

. Global Script — Instantiate the variables defined in Global Properties.

. Action — write in here the action that is to be run on the selected source records.

6.3.4 The Target Tab

Use the Target tab to select the target for the data defined in the Source tab (see section 6.3.2). The fields
available on the Target tab depend on the Target Type that you select.

6.3.4.1 Target Type > BitStream Files

|@ Back Save Duplicate Execute Validate Adtion Script Export Panel Rule

General || Source || Action | Target

Target Type
File Mame

Bitstream Name

Figure 84: 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.

. BitStream Name — type in here the name that is to be displayed for the BitStream files

6.3.4.2 Target Type > Database

|@ Back Save Duplicate Execute Walidate Action Script Expart Panel Rule

Gereral || Source || Acion | Target

Target Type
Connection Stving

Table Name

Figure 85: 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.

6.3.4.3 Target Type > File

|® Back Sawve Duplicate Execute Walidate Action Script Export Panel Rule

General || Source || Action | Target

Target Type File w

File Name

Formatting Tab Separated ¥ | Set Export Field Hame. ..

Locale English (United States) b

fend as email

Email Address adam. apple@firm.com

Figure 86: The tab when File is selected
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. File Name — type in the name of the file the data is to be copied to.

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

. Set Export Field Name — you can change the names of the output columns. Click this button to

open a mapping table, then define the new names for the columns. On completion, click Save to
save the changes, then Back to return to the Target tab.

. 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.

. Send as Email — check this box if you want the data file to be attached to an email and sent.

. 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.

6.3.4.4 Target Type > Panel Database

|@ Back Save Duplicate Execute Walidate Action Script Export Panel Rule

General || Source | Action | Target
Target Type Panel Databas %

Target Mode

Figure 87: The tab when Panel Database is selected

Use to update the database.
. Target Mode — specify how the source data is to be added to the database.

— Update — use if the source is a Panel database or if the Source is a file, and the file does include a
Response ID column.

— Import — use if the Source is a file, and the file does not include a Response ID column.
— Import with key — use if the Source is a file, and the file does include a Response ID column.

Note: When you select Source Type to be Survey (see section 6.3.2.4), on the Target tab, the Target
Type must be set to Panel Database and the Target Mode must be set to Update.

6.3.5 How to Duplicate a Rule
To save time while creating a new rule, if you have an existing rule that is similar then you can duplicate it.

1. In the Current Panel Rule page, click Duplicate.

The Duplicate Panel Rule dialog opens.

Rule Name

Cancel Finish

Figure 88: 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.

6.3.6 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.
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6.3.7 How to Execute a Rule
run the rule to perform the specified changes etc.
1. In the Current Rule page, click Execute.

The Rule Execution Properties dialog opens.

Rule Derno Rule 1 (287)

Comment

Start Time ASAP w
Gk

Figure 89: The Rule Execution Properties dialog

2. Type any comments into the Comment field.
3. In the Start Time field, select when you want the task to be run.

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.

4. 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. See section 5.1.1.2.2 Recurring Jobs for further details.

On completion, the text Task Completed is displayed at the bottom of the sequence list.

5. Click OK to close the Task page and return to the Panel Rule Details page.

6.3.8 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 | adam.apple@confirmit. cam

Comment

Figure 90: 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. See section 6.5.2 How to Import a Rule for further details.

6.4 Current Rule Set

A Rule set is a number of rules that are to be run consecutively. 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 (see section 6.6).
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6.4.1

The General Tab

The Rule Set Details page opens at the General tab.

|@ Back Save Execute

General | Rule Managerment || Report

Rule Set ID 72

Rule Set Name Docl

Type Recurring %

Comment

Status @Enabled lC)Disablet:l

Disable 5ampling D
When Executing

Date Created 1/5/2007 10:27:56 AM
Created By usermanual
Date Updated 152007 10:29:38 AM
Updated By usermanual

Figure 91: 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.

Type —the type of rule set. The options are:
Ad Hoc — a rule set that is created for a specific use/event.

Recurring — a rule set created to perform a long-term job, that will normally recur at regular
intervals.

Comment — a description of the rule set, to simplify identification.
Status - the status for the rule set.
Enabled - allows the rule to be run “as required”. This is the default setting.

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 set in that task for a period but do not
wish to change the task permanently.

Disable Sampling When Executing — check the box to prevent sampling being performed on the
database while the rule set is being run.

Date information — for information only.

6.4.2 The Rule Management Tab

Use th

is tab to specify what is to occur in the event Confirmit discovers an error whilst the rule set is

running. 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 | peport

| Save Rule ~ | b add
=] {:]Eu(l On error : Rule Name Test Rule 1
st Rule gp on &rrol . . .
= Demo Rule 1 (Stap on errar) O continue ormen
@ stop Source Panel Database
O ump to Target Panel Database

Variables Gender, RecodedField1

Condition

Action if (Bender == 1) RecodedFieldl =
42 else RecodedFieldl = 40

Created Date  11/20/2004 5:01:21 PM
Created By inguars
Updated Date  1/5/2007 10:25:33 AM

Updated By usermanual

Figure 92: Example of the Rule Management tab

. 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:

— Continue — select this option if you wish the rule set to continue running.
— Stop - select this option if you wish the rule set to be stopped.

— Jump 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.

6.4.2.1 How to Add a Rule to the Rule Set
1. Go to the Panel Management > Current Rule Set menu command.

2. In the Rule Management tab, click the down-arrow beside the Rule field to open a drop-down list of
the rules available (once a rule is added to the set, it is removed from the list).

General | Rule Managerment | Rapaort

Save Rule Populate Panel Fields

=l {2 Docl

E Tesk Ry .
Duplicate rule 2
E Demo Rore T ooopormerrory

Posting Rule

Figure 93: Selecting a rule 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.

General | Rule Managerment Fepaort

‘ Save Rule v | dk Add

= % Dot
E Test Rule 1 {Skop on error)
D Demo Rule 1 (Skop on errar)
D Populate Panel Fields (Stop on error)

Figure 94: The rule added to the rule set

»

Double-click on the rule to open its Details pane, then make the appropriate settings.

o

On completion, click Save to save the changes.
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6.4.3 The Report Tab

This tab provides an overview of the contents of the various rules selected in the Rule Management tab.

General | Rule Managernent | Report

| = Printer and Save Friandly Version |

Rule SetName: Docl

Type: Recurring

Status: Ensbled

Date Created: 1/5/2007 10:27:56 AM by usermanual
Date Updated: 1/5/2007 10:29:38 AM by usermanual
L Rule Name: Test Rule 1 - Created; 11/20/2006 5:01:21 PM by inguars
Source: PanelDatabasze

Target: PanelDatabase

Condition:

Action:
if (Gender == 1) RecodedFieldl = 42 else RecodedFieldl = 40

On Ervor:
Stop

Rule Name: Demo Rule 1 - Created: 12/19/2006 1:15:15 PM by usermanual
Source: Survey
Target: PanelDatabase

Action:
if (PrevGender == 1) {} PrevGender = Gendens

On Ervor:
Stop

Figure 95: Example of the Report tab

Click Printer and Save Friendly Version to open the report in a new window as a printer and save-
friendly version.

6.5 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 | Status Ensbled v Mew Rule Import Panel Rule

O e Rule Name Source Target Rule Set Name Last Executed Last Executed By &
= ¥ Al | v - v =

I:‘ 117 Populate Panel Fields Database Panel Database 11/20/2006 4:59:00 PM  ingvars

D 119 Test Rule 1 Panel Database Panel Database 11/21/2006 9:35:30 AM  usermanual

Figure 96: The Panel Rule List

Click on a Rule Name link to open the Current Rule page for that rule. See section 6.3 for more
information.

6.5.1 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.
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|@ Back Save

General

Rule Mame

Comment

Status @EnabledODisabledOOne Run <nly
Created Date 12/19/2006 1:08:29 PM
Created By usermanual

Figure 97: The Add New Panel Rule page

In the Rule Name field, type in a name for your new rule.
Type a comment/description into the Comment field so others can see what this rule is intended for.
4. Select the status for the new rule. The options are:
— Enabled - select to allow the rule to be run “as required”. This is the default setting.

— 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.

— One Run Only - select to specify that the rule is to be run only once.
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 Panel
Rule Details form (see also section 6.3), and the Source, Action and Target tabs become active.

|@ Back Save Duplicate Execute Validate Action Script Export Panel Rule |

General | Source || Action || Target

Rule ID 287

Rule Mame Dermo Rule 1

Comment This rule is created as a dermmonstration to be used in the Cormmunity Panels User
Manual,

Status @EnabledODisabledOOne Run Cnly

Created Date 12/19/2006 1:15:15 PM

Created By usermanual

Figure 98: Example of the Panel Rule Details form

6.5.2 How to Import a Rule

You can copy rules to other servers or panels by using the Rule Export / Import functionality. See section
6.3.8 How to Export a Rule for further details on exporting. 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.
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2. Click the Import Rule button towards the right end of the toolbar.

The Rule Import dialog opens.

Rule Import

File to upload | | Erowse... |

Rule Mame | |

Figure 99: The Rule Import dialog

Browse to and select the file.
Type a name for the rule into the Rule Name field.
Click OK.

The rule is imported and added to the Rule List.

6. Click on the blue Rule Name link to open the rule in the Current Rule window. See section 6.3 for
further details.

6.6 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 | SO Search| status] All v New Rule Set

[l Rule Set Nams Type Last Executed Last Executed By <
) R C— 5 R E—

| ] Coc2 Recurring

O 7= Docl Recuring

Figure 100: 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. See section 6.4. In the event the list is extensive, use the search functionality to reduce
the list to a manageable size.

6.6.1 How to Create a New Rule Set

1. In the Rule Set List window, click the New Rule Set button towards the right end of the toolbar.

The New Rule Set dialog opens.

New Rule Set

Rule Set Name | |

I (]34 ”Cance||

Figure 101: 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.

3. Click on the blue Rule Set Name link for the rule set to select it and open the Current Rule Set
window. See section 6.4. Here you set up the rule set properties and add rules.

6.7 Aggregated Variable List

Aggregated Variables are variables specified by the user. These variables are used in aggregate queries
to update the Panelist table based on information in the Survey History table.
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K pelete [ search Hew Aggregated Variable

[ Hame Created Date Craated By Updated Date Updated By 2

- v B - v 5
D AL 1/31/2007 8:31:34 AM usarmanual 14312007 8:33:09 AM uzermanual

O avz 1/31/2007 8:33:23 AM userrnanual 1/31/2007 8:33:25 AM userrmanual

Figure 102: Example of the Aggregated Variable List

To open an Aggregated Variable, click on the blue Name link for that variable in the list. In the event the
list is extensive, use the search functionality to reduce the list to a manageable size.

6.7.1 How to Create a New Aggregated Variable
1. Go to the 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.

Name

Cancel Finish

Figure 103: The New Aggregated Variable dialog

3. Type a name for the variable into the Name field, then click Finish.

The variable is created and added to the Aggregated Variable List, and the variable opens for
editing.

@ Backl Save Duplicate

MNanue Wl
Aggregate Operator Count W

Dutput Field Name

Condition
Edit

Expression COUNT(*)

Comment

Created Date 1/5/2007 1133136 PM

Created By userrnanual

Updated Date 1/5/2007 1:34:10 PM

Updated By userrnanual

Figure 104: 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:

— Count — counts the number of rows in the table that satisfy the condition, and outputs the result.
— Avg - totals the values in the table fields that satisfy the condition, and outputs the average value.

— Min — examines the values in the table fields that satisfy the condition, and outputs the minimum
value.

— Max — examines the values in the table fields that satisfy the condition, and outputs the maximum
value.
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Sum - totals the values in the table fields that satisfy the condition, and outputs the result.

Output Field Name — specify the field in the 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. See
section 6.2 Multiple Panelist Editor for further details on the condition editor window. 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.

Date information — for information only.

Once you have created and saved the Aggregated Variable, it will be available for use in the Community
Panel Variables field in the Current Rule > Source tab. See section 6.3.2.1 Source Type > Panel
Database for further information.

64



Confirmit Community Panels User Guide Confirmit Confidential

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
guestions. 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 select the appropriate panelists for a particular survey.

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 following sections in this chapter describe the functionality available through the Confirmit Sample
Management menu, and the procedures required to make use of that functionality.

Note: The Community Panel functionality may be purchased as a separate add-on module within
Confirmit.

User: Apple, Adam |

Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Tester Template List Sampling Settings -

L Home < End Users * CAPIfKiosk ~ |pane\ setup | ‘lDaneI Utilities ~ Panel Mansgement ~ |Samp|e Managerment v| -

Figure 105: 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. Use this window 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 six tabs:

. Job Information — define the basic details for the job.

. Exclusions — define any date-related automatic and manual exclusions, and manually relax
exclusions that have been applied automatically.

. Universal Criteria — create the background panelist-selection expression.

. Sub Samples — A survey may need groups of respondents with different characteristics. The Sub

Samples function allows you to create such groups.

. Additional Items — specify which columns of information about the selected panelists are to be
included in the resulting text file.

. Execution & Reporting — confirm the panel selection and book the panelists for the job.
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7.1.1 Job Information Tab

This tab provides basic information about the current job.

Job Information | Exdusions || Universal Criteria | $ub Samples || Additional Items || Execution & Reparting

| Save Duplicate Export Job | Validate Job

Job Number job_def_76973.xmls
Job Description Dec Conscreen Wave 2 (Rep)
Job Status Work In Progress

Job Properties
Company | OTHER %

JobType | Questionaire v

External fields Mo external file has been uploaded Upload file

Category Available Categories Selected Categories
search Alcoholic Bavarages (induding beer and wine)
= Panel Categories
Unassign
FOOD & BEVERAGES
HEALTH & PERSOMNAL CARE
HOUSEHOLD PRODUCTS
PETS AMD AUTOMOTIVE >
BABY ITEMS & APPAREL[ACCESSORIES <

HOBBIES/LEISURE TIME ACTIVITIES
HOUSEHOLD ITEMS
MISCELLANEQUS

MNOM PAMEL

HEHEEHEBBEE

Figure 106: The Job Information tab

7.1.1.1 The Tool bar

. Save - click to save the changes you have made to the job. The button flashes while Confirmit has
unsaved changes.

. 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.

. 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.

. Job Description — a free-text description of the job to simplify identification later. You can edit the
description at any time.

. Job Status — the current status for the job. Change the job status in the Execution & Reporting tab,
section 7.1.6.

. Job Properties — you can define properties for the jobs (for example “Complexity”), and specify

options for the property (for example “Low”, “Medium” and “High”) (see section 7.10.4). You can
then specify the property and option for each job. These can then be used when eliminating
panelists for jobs (see section 7.1.2.1 for further details).

. External Fields — allows you to upload additional information on particular panelists. This
information will be in the form of text files that must be created outside of Confirmit and uploaded.
The files must contain the panelist's ID and the extra information, and they must be uploaded for an
individual panelist or for a group of panelists. See section 7.1.1.3.3 for further information on
uploading files.
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. 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. See also section 7.10.3 The Categorization Tree Tab for further 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.

Job Mumber | |
Figure 107: 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.

[Job Export

Email recipient |documentation@confirmit. corn |

Comment | |

Figure 108: The Job Export dialog box

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.
Note: The file must be of .txt format and must be named matchfile.txt.
1. In the External Fields area, click the Upload File link.
The upload Settings dialog box opens.

File to upload | |[ Browse... |

Figure 109: The Upload Settings dialog box
2. In the dialog box click Browse.
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4.

A standard File Selection window opens.
Browse to and select the required file, then click Open.
The file path and name is added to the File to Upload data field.

Click OK to complete the upload, or Back to change the selected file.

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 get 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.

Mailing date can not be in the past.
! 'E Mo samplingratriy is specified For subsample 1
Samplingmatrix specified for subsample 1 does not exist
Total karget is not specified for subsample 1, When marked For balancing, total target is mandataory,
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
Samplingratrix specified for subsample 2 does nok exisk
Tatal karget is nok specified For subsample 2, When marked For balancing, tatal target is mandatary,
Mo weight is specified For subsample 2
Target For group with code ' in groupset 2 for subsample 2 must be larger than 0.

Figure 110: Example of a verification message list

You must now work through the list and correct the problems.
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.

Microsoft Internet Explorer EJ

L] ‘1 Samplingjob is valid
.

Figure 111: 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.

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 Il
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.
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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.

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.

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.

7.1.2 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 two sub-tabs:

. Auto Elimination — panelists are excluded automatically if they conform to the general rules set
here.
. Manual Elimination — you can set additional exclusion rules and/or relax some rules.

7.1.2.1 The Auto Elimination Tab

The Auto Elimination function is controlled by dates. Here you can select the type of elimination you wish
to use; Category and/or Date, and set the dates within which you wish the elimination rules to apply.

Job Information I Exclusions I Universal Criteria ” Sub Samples ” Additional Items ” Execution & Reporting |

Auto Elimination | Manual Elimination
|n Save |

Mailing Date |20.05.2007 E
B Exclude Al

Category Elimination Date Elimination

Diays Before Mziling Date days Days Before Mailing Date days
Days After Mailing Date days Days After Mailing Date ljl days

wesk 4

Survey Status Surwvey Status
[ai 3 [Reserved 2

Property Elimination: ()

Add

Survey Status | All w

Figure 112: The Auto Elimination tab

The Auto Elimination tab controls three functions:
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. Category Elimination — 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.

. Date Elimination — 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 — see section 7.1.2.3.1), while the lighter shaded
area covers the days selected in the Days Before and Days After fields for the appropriate
calendar.

. Property Elimination — a Property Definition (see also section 7.10.4) can be activated so it can be
used in the elimination. This excludes potential panelists if they have the selected status and have
been used in a sample for a survey with the same property within the specified dates.

7.1.2.2 The Manual Elimination Tab

You may wish to include some potential panelists in your survey who have been excluded by the Auto
Elimination 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 Elimination function. The Manual
Elimination tab provides you with these possibilities.

The tab is divided horizontally into two lists:

. Available Jobs - the jobs currently registered in your database, which are available to be excluded
or relaxed.
. Selected Jobs — jobs selected 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.

Auto Elirnination | Manusl Elimination

|,,, ) earch| 0 Exclude| 39 Relax wiew Jobs byl Date Elimination | Mailing Dates v| pisregarded

w

[ category Job Mumber Description Outgo Mailing Date
Al v = w

[] unassign =] 3013 Canada 11394 01,12.1999 00:00:00 5

D Unassign 3020 Canada 1013 01.12.1999 00:00:00

[] unassign

[] unassign =! z025 Canada 2622 01.12.1999 00100:00

miiol

2021 Canada 4267 01.12.1993 00:00:00

~

0 of 30 selected. Page 1 =

)

| szve X Remouve Display Excuded and Relaxed Jobs

™

Job Number Qutgo Mailing Date Suruey Status Filter

No items awvailable

0 of O selected. Page 1

Figure 113: Example of the Manual Elimination 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.

D Category Job Murnber Description Qutgo Mailing Date z
All ¥ = W = % |01.05,199% E

Figure 114: The joblist filter fields

The filters are as follows:
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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.

Job Number — type in the number of the job you are looking for, then click Search. You can use
wildcards 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.

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 wildcards. 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.

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.

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.

7.1.2.3 Procedures in the Exclusions Tab

7.1.2.3.1 How to Set the Mailing Date

1.
2.

5.

Go to the Sample Management > Current Job menu command.

Click the Exclusions tab.

The Exclusions window opens at the Auto Elimination tab.

On the Auto Elimination tab click on the calendar icon to the right of the Mailing Date field.

The calendar opens.

4 » March v 2006 ¥ x|
Wk Mon Tue Wed Thu Fri Sat Sun
Q 1 2 2 4

10 & 7 g 9 10 11
11 13 14 15 16 17 18
iz 20 21 22 |23 24 25
13 27 28 29 30 31

Figure 115: 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 highlighted in blue, and the selected date (if a date is already selected) is
outlined. 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 fields lower in the window are then applied around the selected
Mailing Date.

Click Save to save the changes.

7.1.2.3.2 Exclude All

This check box is on the Auto Elimination tab. Check this box to exclude all panelists for all jobs. You can
then go to the Manual Elimination 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.
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7.1.2.3.3 How to Set the Category Elimination 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.
2.

6.

Go to the Sample Management > Current Job menu command.
Click the Exclusions tab.

The Exclusions window opens at the Auto Elimination tab.
Check the Category Elimination box.

The Category Elimination function is activated.

Category Elimination

Crays Befare Mailing Date 10| days
Crays After Mailing Date 2| days
| mars 2006 [ ]

Wk ma t on tw fr o so
week 27 28 i 2 3 4 =1
week & 7 g El 10 11 iz
wesk 13 14 15 16 17 is

waek

week m 1 2

wesk 3 4 5 & 7 =] El

Survey Status M s
Figure 116: The Category Elimination function

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.

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:

Reserved — eliminates all potential panelists who are already reserved for other projects in the
specified categories and date range.

Completed — eliminates all potential panelists who have completed a survey in the specified
categories within the specified date range.

Invitation Sent — eliminates potential panelists if an invitation has been sent to them to participate
in a survey in one of the specified categories.

In Progress — eliminates potential panelists if they are in progress with a survey of the specified
categories.

Stopped by System — eliminates 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.

All — eliminates all potential panelists who have been invited to participate in any survey of the
specified categories during the specified period.

Click Save to the save the changes.

7.1.2.3.4 How to Set the Date Elimination 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:
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Go to the Sample Management > Current Job menu command.
Click the Exclusions tab.

The Exclusions window opens at the Auto Elimination tab.
Check the Date Elimination box.

The Date Elimination function is activated.

Date Elimination

Cays Before Mailing Date 2| days
Daps After Mailing Date 0 days
| mars 2006 [

Wk ma 4 on tw f I se
week 27 28 1 2
week & 7 g a iad i1 iz

oy
=
o

week 13 14 15 16 17 18 19
week 20 21 22 23 24 25

week E 30 21 1 2

week = 4 5 & 7 2 El

Survey Status | All ¥
Figure 117: The Date Elimination function

In the Days Before... and Days After... data 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.

Click the drop-down arrow beside the Survey Status field to open a list of the statuses.
Select the desired option.
The options are:

Reserved — eliminates all potential panelists who are already reserved for other projects in the
specified date range.

Completed — eliminates all potential panelists who have completed a survey within the specified
date range.

Invitation Sent — eliminates potential panelists if an invitation has been sent to them to participate
in a survey within the specified date range.

In Progress — eliminates potential panelists if they are in progress with a survey within the
specified date range.

Stopped by System — eliminates 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.

All — eliminates all potential panelists who have been invited to participate in any survey during the
specified period.

Click Save to the save the changes.

7.1.2.3.5 How to Set the Property Elimination 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 — see section 7.10.4.

1.

Go to the Sample Management > Sampling Settings menu command.
The Sampling Settings window opens.
Go to the Property Definitions tab.

A list of the available Property Definitions is displayed, as shown in the example below.
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General || Categorization Tree | Property Definitions | Output Field Templates || Survey Rule Templates

|X Delate Naw Property Definition
[ name 1d Required | Showin Joblist | Use Output Templste Survey Rule Template | Has Survey History Support
[0 complexity Complasxity - - v v v

[ ouratien Test v

Figure 118: 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.

e | Property Definitions | output Field Templates || Survey Rule Templates |

Property Name  |Complexity |

Property ID | Complexity |

[J1= Required [ show in Joblist [#] use output Template [¥] Use Survey Rule Template [¥] Has Survey History Support @ [¥] Use in Elimination

|}( Remove o add ‘
| za Mame Default Value Automatically Disregard Elimi... Output Template Survey Rule Template [~
0z | [Low | o] [ouputTemplater ™| | v
ol \ [Medium | o) m| \ ¥ | =
myE | [igh | [®) m| [ v | 5]
Figure 119: Example of the Definition page for a property
4. Check the Use In Elimination box, and other boxes as required.

Note: Only one Property Definition can be used for elimination in a job. Once the Use In Elimination
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 Elimination tab, check the Property Elimination box.

Note that the Property Definition you selected in step 3 above is now named in the Property
Elimination (arrowed in the figure below).

8. Click Add.
A row is added to the elimination list as shown in the example below.

Property Elimination: {Complexity)

Itern Name | Medium % Day efore Mailing Date l:l Days After Mailing Date| | | Rermove |
Add

Low

Survey StatsHigh b

Figure 120: Example of the Property Elimination list

9. Select the required item (in the figure above the Complexity property is selected, so the Item Name
field lists the items registered for the Complexity property. In this case the Medium 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 panellists conforming to the property elimination 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.
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7.1.2.3.6 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 to the Sample Management > Current Job menu command.
2. Click the Exclusions tab.

The Exclusions window opens at the Auto Elimination tab.

Go to the Manual Elimination 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 Job 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 Survey Status field to open the Filter Survey Status dialog.

8. Check the boxes for the statuses you wish to exclude (if None is selected, the other rows are
grayed out), and click Save to save the statuses.

The dialog closes and the selected statuses are added to the Survey Status field.
9. Click Save to save the changes.

Any potential panelists who satisfied 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.

7.1.2.3.7 How to Relax 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 Elimination function, 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 Elimination tab.

3. Go to the Manual Elimination tab.
4, Using the filters as necessary, find the appropriate job in the list.
5. Click in the job’s checkbox at the left side of the job list to flag it.
6. Click the Relax 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.

7.1.2.3.8 How to Deselect a Job

You may wish to deselect a job that you have previously selected for exclusion or relaxation. Proceed as
follows:

1. Go to the Sample Management > Current Job menu command.

2. Click the Exclusions tab.
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The Exclusions window opens at the Auto Elimination tab.

Go to the Manual Elimination 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.

o 0o &> W

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.

7. Click Save to save the changes.

7.1.3 The Universal Criteria 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.

Search: Universial Criteria:

Operators Add hare

art . ® and Active = "0" AND IN

o - (CensusRegion, "1, "2", U1, 14N, NSH, NEN, UFN, Mg Ngl) AND BETWEEN
i::::z::x :;‘:tus & Cor {PMActualage, 18, 93] AND PMHOH = "1" AND Language = "3" AND
UsarlD - O vone MOT IN(StateCode, "AK", "HI") AND DMA <> "622"
UserLogan -
Paszword -
PhoneNumber - [nat
PanellD -
RecruitmentSeurceldentifier - .

Functions

RecruitmentS ource -
Active - Equal Active = Active AND IN(CensusRegion, Hew England, Middle Atlsntic, East M
AddedDate - n Central, West N Central, South Atlantic, East South Central, West South
Bglf:f;f;:i'_ Central, Mauntain, Pacific) AND BETWEEN(PMActualags, 18, 09 ) AND
NEDORAN,EM” - @ eetwesn PMHOH = Yas AND Langusge = English AND HOT IN(StateCode, Alaska,
InRelatedIndustry - Contains Hawai) AND DMA <> Mew Otleans, LATMS
ermail - Email address
W AccessFrequency - Left
CanadianProvincs -
wabStartDatacalculated - Right
HowLongAccessToWeb Calcula
IncomeCanadian -
Title -
Lasthame -
Streethddress - 5

Figure 121: 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:

— And - 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.

— 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.

— None - this is not a conjunction operator. Use when adding the first criteria in the expression.

— Not — the negative operator. Use for example when you want panelists who are not in banking
though any other profession is acceptable.

. The Functions (these will be active depending on the criteria selected):

— 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.

— In —use when the criteria value is to be one of a range or set of values.

— Between — use when you want the criteria to be between two values, for example between two
dates.

— > (Greater than) - use when the criteria is to be greater than a specified value.

— >= (Greater than or equal to) - use when the criteria is to be greater than or equal to a specified
value.

— < (Less than) — use when the criteria is to be less than a specified value.

— <= (Less than or equal to) — use when the criteria is to be less than or equal to a specified value.
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— Contains — you can write an expression that looks, for example, for a certain combination of four
characters anywhere in a line of text.

— Left — 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.

— 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.

. Other data fields

— Text area — type text as required into this field. The field is only accessible for certain pre-defined
criteria.

— Paste area — here you can paste in, for example, a list of values copied from a document.

— Number — 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.

— 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 Universal Criteria Tab

7.1.3.2.1 How to Create an Expression

Note: The procedures for creating expressions in the Universal Criteria tab and in the Sub Samples
> 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 Universal Criteria tab has a Save
button. The Universal Criteria 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.

1. In the 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).

3. 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.

Universial Criteria:

¥ Add here

AccessFromHome = Yes

Figure 122: 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.
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5. Select and add criteria until you have the required expression.

6. Click Save to save the changes.

Universial Criteria:
¥ Add here

Ackive = "0" AND IN

(CensusRegion, "1", "2", "3, "4", "5h, "E", "7V, "EY, ") AND BETWEEN
[PMActualAge, 18, 99) AND PMHOH = "1" AND Language = "9" AND
MOT IM(StateCode, "AK", "HI"] AHD DMA& <> "522"

Active = Active AND IN(CensusRegion, Mew England, Middle Atlantic, East M
Central, West M Central, South Atlantic, East South Central, West South
Central, Mountain, Pacific) AND BETWEEN(FMActualige, 18, 99 ) AND
PMHOH = *es AMD Language = English AND NOT IN(StateCode, Alaska,
Hawaii) AND DMA <> Naw Orleans, LAMS

Figure 123: Example of a complete expression

7.1.4 The Sub Samples 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 Sub Samples function allows you to create such groups.

To access this function, go to the Sample Management > Current Job menu command, then click the
Sub Samples tab.

This tab is divided into two areas:
. The hierarchy column — displays the various sub-samples and group sets in a hierarchy.

. The editor page —displays the details of the item selected in the hierarchy column and enables you
to edit those details.

Either right-click on an item in the hierarchy to open its right-click menu then select Edit, or double-click on
the item, to open its editor page.

Job Information || Exclusions || Universal Criteria | Sub Samples | additional Iters || Execution & Reporting

|u e |
Matrix List Add Matrix || Delets Matrix |
[] Hame

[ matrix Us

[] wame

[ [userdact |

Glabal Custom Code [(Add Row J[ Delete Row |
[] Hame Walus

[ [userdacglobal |[s ]

Figure 124: Example of the Sub Samples Matrix List and Custom Codes page
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Job Information || Exclusions || Universal Criteria | Sub Samples | additional Items || Execution & Reporting

[ |5 Sub Samples Save
s 1 (SubSample 1)
SR }ss1 (SubSample 1 Name -
Group Set 1/1
Group Set 1/2 Matrix GenderSplit ¥
Bl [ ss2 (SubSample 2) Cellweight Male v @
Group Set 2/1
Group Set 22 Original Cellweight v |8
Expression E] =]
Total Target 20 @
Default Code 35395 @

Weight Parameter(cnly |4
for concurrent sampling)

Disable Balancing D a8

Discard default group D =)

from final sample

Figure 125: Example of a Sub Sample hierarchy and an editor page

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:

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.

Add Group Set (Below) — creates a new Group Set below (within) the currently selected Sub
Sample.

Add Group Set (After) — creates a new Group Set after the currently selected Group Set.

Add Sub Sample (Below) — creates a new Sub Sample below (within) the Sub Sample hierarchy.
Add Sub Sample (After) — creates a new Sub Sample after the current Sub Sample.

Refresh — refreshes the window to ensure all changes are displayed.

Expand All — expands the entire hierarchy.

Collapse All — collapses the entire hierarchy.

Duplicate — duplicates the selected Sub Sample and its underlying Group Sets and places the new
Sub Sample at the bottom of the hierarchy.

Delete — deletes the selected item. You are asked to confirm the deletion.

7.1.4.2 The Sub Sample Editor Page Data Fields

Name — the name for the sub sample.
Matrix — the matrix to be used to build up the group. Note that the matrix must be created first.

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. This window and its functionality are explained in detail in section 7.1.3.2.1.

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.

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
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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.

. 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.

. <custom code> - if a custom code is defined in the sub-sample (see section 7.1.4.3.2), then it will
appear here. Add a value as required.

. Weight Parameter — this property is only used during concurrent sampling (see section 7.7), and is
only visible on the Sub Sample Editor page if the Expected Return Variable box is set to a value
other than None (see also section 7.10.1). 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.

. 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.

. 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).

7.1.4.3 Procedures in the Sub Samples 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.

7.1.4.3.1 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 shown in Figure 126.

To add a matrix to the drop-down list, click the Add Matrix button and select the required matrix from the
full list.

7.1.4.3.2 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.

7.1.4.3.3 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 output 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.

7.1.4.3.4 How to Create a New Sub Sample
1. Click on the 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).
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A new sub sample is created after the current sub sample, and its details window opens (see

Figure 126).

4, Type the name for the sub sample into the Name field, and fill in the remaining details as
appropriate.

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.

n Save |
Name |(new sub zarmple) |
s

Cellvreight @

Original Cellweight Q

Expression E] @

Total Target |1c| | @

Default Code |9999 | @

userdocl | |

Disable Balancing I:‘ @

poRstare D@

Figure 126: Example of a sub sample editor page

7.1.4.3.5 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. In the 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.

n Save }( Rernove Group Generate Group |
Nome 0 ltnewaroup sety) |
Mame [new group zat)

Expression E]

‘ﬁ Mowe Up O Maoue Down ‘

I:‘ FPercent Target Code z
1 1 0 o
0 of 1 selected. Page 1

Figure 127: The Group Set Editor page

2. Type the desired name for the new group set into the Group Set Name field.
3. 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.

4. If you wish to create more groups, click Generate Group.
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7.

The Generate Groups window opens.

confirmity

Generate ﬁ. Close

Number of Groups |5 |

Group Start Code |10 |

Group Increment |5 |

Percent D

Target |zo0 |

Figure 128: Example of the Generate Groups window

Fill in the details. The fields are as follows:
Number of Groups — the number of groups you wish to create in this operation.

Group Start Code — each group should have a code number. 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.

Group 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.

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.

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.

Click Generate to create the new groups.
The new groups are added to the Group Set list.

Click Save to save the changes.

The following figure 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.

H Save }( Fermove Group Generate Group

Group Set Mame Group Set 271
Expression B
Group List

‘ﬁ Move Up G Mowe Down

[] Percent Target Code
| F 200 10
| F 200 15
1 F 200 20
| | 200 25
| | 200 30

Figure 129: 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.

82



Confirmit Community Panels User Guide Confirmit Confidential

7.1.5 The Additional ltems 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.

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. Use the Additional Items tab to
specify which 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.

Some information, such as the panelist's ID number is always included by default, but otherwise you can
select from the list of available data columns those that are to be included.

The Template Fields area below the main columns lists any columns that are included by default due to
the template that is in use. See section 7.10.5 The Output Field Templates Tab for further information.

Additional

Job Inforrnation || Exclusions || Universal Criteria || Sub Samples | 1oz

Execution & Reporting

& ) search | dfk add| Add All | Field Type | Panel Fields | |§,. ) Search 2 Remove Remove All

[ Field Hame

L]

[] Field Hame

L]

[ LivesIncity [ Email
|:| Paszword I:‘ UserLogon
[ ats

[ recodadFialdl

0 of 4 selected, Page 1 0 of 2 zelected, Page 1

DateOfRirth, Gender

Figure 130: The Additional Items window

7.1.5.1 The Additional ltems Tab Toolbar

The toolbar for the Additional Items tab is as shown below.

|,'Search o add add Al Field Type | Panel Figlds v ||, search| X Remove| Remoue Al

[] Field Nams 2 | [ Field Narma

L]

Figure 131: The Additional Items toolbar

. Search — starts the search function.

. Add — moves selected fields from the Available Fields list to the Selected Fields list.

. Add All — moves all the available fields from the Available Fields list to the Selected Fields list.
. Field Type — select the field type you wish to use. The options are:

— Panel fields — the fields pre-defined by the panel.

— Data fields — additional fields made available by uploading a matchfile.txt file. See section
7.1.1.3.3.

. Check box — click in a check box to select the associated field. The uppermost check box selects
all the fields.
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. Field name — the header for the list of fields in the column.
. Remove — removes selected fields from the Selected Fields list.
. Remove All — removes all fields from the Selected Fields list.

7.1.5.2 Procedures in the Additional Items Tab

7.1.5.2.1 How to Add Fields to the Selected Fields Column
1. In the Available Fields column click in the check boxes to select the desired fields.
Selected fields are shaded blue for easy identification.

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.

2. Click Add.
The fields are moved to the Selected Fields column.

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. In the 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.

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 & Reporting Tab

Once you have set up all the selection criteria for the job, the job must be executed. You have a number of
options for this procedure:

. You can test the settings by performing a dry run (the database is not updated and the panelists are
not reserved).
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. You can perform a “real” sample selection procedure with or without final reports.

. 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.

. You can add test recipients (Tester Templates — see also section 7.9 Tester Template List).

Once the job has been executed, you can also:

. Upload the output file into a project (see section 7.1.6.4.1 How to Upload the Output File).
. View a snapshot of the panelists in the sample (see also section 7.1.6.4 After the Job has been
Executed).

[ Job Information || Exclusions |[ Universal Criteria || Sub Samples || Additional Items | Execution & Reporting |

[§] save Remoue Job from Panel Change Mail Date in Panel Upload Outputfile Snapshot Add Test Recipient

Job Status Uploaded
Panel Updated Yes

Sample Uploaded Yes

Mailing Date 13. mai 2007
Preapproved

Disregard in Future

Job Definition Report Recreate Respandentfile Crosstab Report

Run Humber Created Date Created By 1ob Definition Repart Outgo Report HTML Outgo Report Excel o
3 03.05.2007 administrator [Open] [Open] [Open]
2 03.05.2007 administrator [Open] [Open] [Open]
1 03.05.2007 administrator [Open] [Open] [Open]

Pags 1

Figure 132: The Execution & Reporting tab

The Execution and Reporting tab contains two main areas:
. The Job Execution area.

. The Job Reporting area.

7.1.6.1 The Job Execution Area

This shows general executing and reporting information about the job. The toolbar contains a number of
buttons and the area contains two check boxes.

. Save — saves changes to the tab. The button flashes while the tab has unsaved changes.

. Execute Job — starts the job execution process. Once the job is executed for the first time,

additional buttons become available — see section 7.1.6.4 After the Job has been Executed for
further details.

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.

. 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 Eliminations — 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 questionnaires.
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7.1.6.2 The Job Reporting Area

This area lists the jobs that have been executed. It provides access to the reports for those jobs, and also
allows you to go directly into the Rapid Results functionality so you can see how the results will look when
they are included in a report.

Job Definition Report — click this button to display a report of the job definition. This report
contains three sections:

— Job Details — the job number, status etc.

— General Information — the job categories, the expression and exclusions used, and the additional
items selected. Note that exclusions are sorted by job number.

— Sub Sample Information — details of the sub samples defined.

Click the up or down arrow buttons in the header rows to show or hide the information lists, and
click the green Back Arrow button to close the window and return to the Execution & Reporting
window.

[ 30b information || Exclusions || Universal Criteris | Sub Samples || Additional ttems | Ex=cution & Reperting |

‘@ Back Printer Friendly version ‘

Job Number: job1
Job Description: Test jobl - Universal filters

Data Source p0220548_MainDsS

Mail Date 13.05.2007

Date Created: 03.05.2007

Created By: administrator

Date Modified: 07.05.2007

Modified By: nigelb

Field Data

Job Categories Alcoholic Beverages

PMGender = Male AND Active = Teens AND IN{HHIncome, $30-559, <$15,000 addedB8.15.95) AND PMEducation =

[ e P i High School Graduate AND PMActuzlige > 16

Date Elimination

Category Elimination 29.04.2007 - 27.05.2007

Additional Items PMGender

Excluded and Relaxed Job Job Number Survey status Filter Description

SubSampleNum Field Expression Default Group Matrix Original Cell Weight CellWeight Total Target
1 ss1 GenderSplit Male 5

Figure 133: Example of the Job Definition Report window

Outgo Report — click the appropriate link to open the job execution report. This report shows the
details of the selected panelists.
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Job Information || Exclusions || Universal Criteria | Sub Samples || Additional Items | Execution & Reporting

| (¢) Back (= Printer Friendly Version Sub Sample| Al v
Job Number job7
SubSampleNum 1
SubSample Name 551
Created Date 03.05.2007 15:27:15
Created By administrator
Total Dutgo Posted i3
- Reguested . Outgo =
Demo Set Row Available Target Adjusted Target = Final Target selected H/L(+/-)
Total Total 12 15 15 132 -2
1) Gender
1) Male 0 0.0 % 0 0.0 %% 0 0.0 % 0.0 % 0 0.0 % 0 0.0 %%
100.0 100.0 100.0 100.0
2) Female 13 o 15 o 15 o 100.0 % 13 o 2 -13.3 %

Demo Sat Row Total Group 0000 Total Group 0000

Total Total 13 13 100.0%0 100.0%

1) Gender 1) Male [} 0 0.0 % 0.0 %%
2) Female 13 13 100.0 % 100.0 %

Figure 134: Example of the Outgo Report window

The buttons and other details are as follows:
— Back - click to return to the Executing & Reporting tab.

— Printer Friendly version — opens a new window containing a version of the report that is set up for
printing.

— Sub Sample — use this 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.

— The Summary Report list — shows the results for the sample selection process. The H/L
(High/Low) column shows the difference between the Actual result and the Target (Actual — Target).

— The Crosstab Report list — you can build simple tables to analyze the generated samples using
the same data as the Outgo Report.

Click in a table header to toggle the show/hide function for that table.

. Recreate Respondent File — regenerates the output 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 and Reporting window. This button
is only available once the job has been executed. This could be used for example if you have
created an output file but need to add or change variables.

7.1.6.3 Procedures in the Execution & Reporting Tab

7.1.6.3.1 How to Execute a Job
1. In the Execution & Reporting tab, click Execute Job.

The Execute Job Properties dialog box opens. Use the options available in this dialog to select the
desired type of result.
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JobId 143196

Update Panel
Generate Output File

Comment

Start Time ASAP b

QK

Figure 135: The Execute Job Properties dialog box

Job ID - the identification number of the selected job. This is for information only and cannot be
changed.

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.

Generate Output File — ensure this box is checked if you require the output file (the list of panelists
reserved for the job) to be created.

Note: If you select to create the output 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.

Comments — type any comments into the free-text data field.
Start Time — click the down arrow to open a drop-down list of the options available:

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.

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.

Select the required options and click OK.

The selection process begins. While the task is running, a Progress and Information window is
displayed to keep you informed of progress.

Executing

0% S0% 100%

Time elapsed :
This page is refreshed every 3 seconds

Task ID:591

Initiating task: Sampling - Execute Job
Job Mumber: Migel122456

Mail Crate: 25,04, 2006

Posting: ves

Create Output file: Yes

Starts BitStream generation...

Figure 136: Example of the Executing 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.
Once the task is complete, if the output file has been created, you can upload the file into a Confirmit
project. In this case, an Upload button appears in the Execution & Reporting tab.

When the Execute function is completed, an OK button will appear at the bottom of the task list.
3. Click OK.
The Job Information tab opens.

Note: The sample list you have created will normally now 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 & Reporting tab will have two additional
buttons; Approve and Decline. The manager will check the sample list and will then click the
appropriate button. Go to section 7.1.6.4.1 for details on uploading a completed sample file into a
job.

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. In the Execute Job Properties dialog box, go to the Start Time drop-down menu and select
Schedule for later execution.
2. Click OK.

The Recurrence Pattern dialog opens at the Recurr tab.

Current setbings Inital start tirme = 11,04, 2006 058:35:16
New start ime O Dizable tazk (clear quaue)

OASAP

® | v (11 v[[4 v zo0e v

Recurring task Mo %

Save

Figure 137: The Recurrence Pattern dialog

The options are as follows:

. Disable 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.

. ASAP — select this radio button and click Save to run the task as soon as possible.

. Time and date fields — set a time and date for when the task is to run, then click Save.

. Recurring task — select Yes if the task is to recur. Additional options then become available in the

dialog box. See the next section.

When you save the settings, the Recurr dialog box changes to show the selected settings.

Current setlings Inital start time = 21.04,. 2006

Figure 138: Example of the Recurr tab when settings are saved
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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. Proceed as follows:

1. In the Recurrence Pattern dialog, click the down-arrow beside the Recurring Task field and select
Yes.

The dialog expands to display additional parameters — see 0.

Current setlings Inital start time = 11,04,2006 08;35:1¢6
New start ime O Disable task (cear queue)
O asap

) | 1230 | 11 v |4 v |[z2008

Recurring task Yar W

Recurrence pattern type O Hourly

@Dailg

(:}\Jl’l.l'eekln,I

(::'I'\l'h:mthll,I
Range of recurrence End by: |15 % || 4 % | 2006 W
Daily schedule Every day(s)

Save

Figure 139: The dialog with the Recurrence function activated

2. In the New Start Time fields, set the time you want the first job execution to be performed.

3. In the Recurrence Pattern Type area, click the radio button corresponding to the frequency required
for the recurrence.

The “Schedule” area towards the bottom of the dialog changes depending on the selection made
here. In this area:

— 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.

— 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.

— 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.

— 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 Recurr tab changes to display the settings.
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B ctoces | Pocometers ownerstio ||

Current settings Inital start time = 10/24,/2007 2:00:00 PM
Pattern = Hourly
Interval = Every 2 hour(s)
Range = End by 12/30/2007

Next scheduled occcurences 10/24/2007 5:00:00 PM
10/24/2007 8:00:00 PM
10/24/2007 11:00:00 PM
10/25/2007 2:00:00 AM
10/25/2007 5:00:00 AM

Figure 140: The Recurr 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.

Note: Once you have saved the settings, you can go back at any time to change them or halt the
task.

7.1.6.3.4 How to Change the Execution Settings
1. In the Recurrence Pattern dialog > Recurr tab, click Change.

The dialog opens. Here you can make the necessary changes as described in the previous section.
2. On completion, click Save.

The dialog then shows the new settings.

See also section 7.6.3.2 for further information.

7.1.6.3.5 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. For further details, see section 7.6.3.1

7.1.6.4 After the Job has been Executed

The result of the sample selection process is a text file, which is saved on the server. The file includes the
ID numbers, email addresses and additional information as selected in the Additional Items tab of the
selected panelists.The following fields in the output file are generated automatically:

. Panelistld — the unique ID for the panellist. This is the “responseid” when you are in “Single
Panellist Editor”.

. JobNumber — the ID of the sampling job that created this sample.

. SubSampleNumber — the ID of the sub-sample for which each panellist was extracted.

. GroupNumber — the Group code specified for the various parts of the sample in the sample
system’s SubSample-tab.

. test — indicates whether the panellist is real or one created and used for testing. O = real, 1 = test-
panellist.

. mailcode — a random code between 0 and 9 that can be used to send out the panellists in multiple

email batches from the survey emailing functionality.

Assuming the manager has approved the sample list, when you next log back into the job’s Execution &
Reporting tab, the toolbar will contain the buttons as shown below.
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| Job Information || Excusions | Universal Criteria || $ub $amples || Additional Ttems | Execution & Reporting
Job Execution
[E save Remove Job from Panel Changs Mail Dats in Panel| Upload Gutputfile Snapshot Add Test Recipient

Job Status Approved

Panel Updated es

Sample Uploaded Mo

Mailing Date Wednasday, February 28, 2007
Preapproved

Disregard in Future Eliminations

Job Reporting
Job Definition Report Recreate Respondentfile

Run Humb... Crested Date Crestad By Job Definition Repart Gutge Repart HTML Cutge Repart Excal =
4 2/7/2007 hansa [open] [“pen] [@pen]
3 2/7/2007 hanso [open] [@pen] [@pen]
H 2/3/2007 hanso [open] [“pen] [open]
1 2/3/2007 hanso [open] [“pen] [open]

Figure 141: Example of an approved job

. Save - saves changes to the tab. The button flashes while the tab has unsaved changes.

. Remove Job from Panel — undoes the Execution function and resets the panelist database.

. Change Mail Date in Panel — enables you to change the date on which the survey is to be mailed
to the respondents. See also section 7.1.6.4.2 How to Change the Panel Mailing Date.

. Upload — uploads the sample file into a survey project. See section 7.1.6.4.1How to Upload the
Output File

. Outputfile Snapshot — opens a window that provides an overview of the first 10 panelists in the

sample output file. This allows you to check that the file is correct.

. Add Test Recipient — click to add test respondents to the database. See also sections 7.1.6.4.3
How to Add Test Respondents to the Database and 7.9 Tester Template List.

Note: The Execution & Reporting tab has a Preapproved box. Check this box if the list is already
approved or you have received permission to bypass the normal check procedures.

7.1.6.4.1 How to Upload the Output File

1. Click Upload.

The Upload Sample Properties dialog box opens.

Upload Sample Properties

JobIid 143196

e

Test

Database I:l

Comment | |
Start Tinne | ASAPR pvs |

Figure 142: The Upload Sample Properties dialog box

. Project ID — the ID number of the project into which you wish to load the sample file.

. Test Database — check to load the data file into a test database such that you can test the survey.
. Comment — free text field for general comments.

. Start Time — select when you want the sample file to be uploaded. See section 7.1.6.3.2 for further

details of the dialogs and procedures.

2. In the 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.
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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.

Click OK to return to the Job Information page.

The Sampling job is now complete. Refer to the Confirmit User manual for further information on
survey creation.

7.1.6.4.2 How to Change the Panel Mailing Date

1.

2.
3.

Click the Change Mail Date in Panel button.
The Change Date dialog opens.

Current Mail Date Z5/02/2007

New Mail Date 20272007 | )
oK

Figure 143: Example of the Change Date dialog

Set the date as required.
Click OK.

7.1.6.4.3 How to Add Test Respondents to the Database

Once a job has been executed for the first time, the Add Test Recipient button appears in the tab’s toolbar.
To add a tester template to the database:

1.

Click the Add Test Recipient button.

The Tester Template List window opens. This window lists all the tester templates available for this
panel. See section 7.9 for further details.

Select in the list the template you wish to add to the database.
Click Apply and Close.

The template is added to the database.

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:

Properties— provides general information on the selected job, and allows you to enter comments
on the job.
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Task definition properties

R e

Task type

Sampling - Execute Job
ID 1020
Owner nigelb

Company ID 1
Project ID p0220548

Comment

Command line [~ /o) o fit Tesls Sae

Save

Figure 144: Example of the properties tab

. 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.

. 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.

ropertes | Recurr | tnstances_Parameters | Ownership ||

Schedule Status

2007-10-24 14:00:00 & In queue

Figure 145: Example of the Instances tab

. Parameters — is for information only.

Task definition parameters

[roperties | Recurr | notances | parameters | Owreroh

Jobids 243326,243324
Pulltoexpectedreturns False

Tasktype Firmglabal.Confirmit.Tasks.Sampling.Executelobs
Runasap False
Projectid pO220548

Figure 146: Example of the Parameters tab

. 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.
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7.2 Current Matrix

This window shows the details of the matrix currently selected in the Matrix List. The window contains four
tabs:

. General — gives the general details for the matrix.

. Dimensions - lists the existing dimensions for the matrix, and allows you to create more as
required.

. Weights — lists the existing weights for the matrix, and allows you to create more as required.

. Report — displays a report of the current settings.

The window opens at the General tab.

General Lirmensions Weights Fepart

| Save Duplicate Export Matriz Yalidate Matrix

Matrix Name Docurnentation 1

Created By docurnentation
Created Date 07.04,2006 10:08:33
Modified By docurnentation
Modified Dabte 07.04,2006 10:14:31
Last Accessed

Last Job Used

Last Used

Figure 147: The Current Matrix > General tab

7.2.1 The General Tab

This tab provides general information about the selected matrix. The tab’s toolbar contains four buttons:

. Save - saves changes. The button flashes while Confirmit detects unsaved changes.
. Duplicate — creates a copy of the current matrix.

. Export Matrix — exports a matrix to another server.

. Validate Matrix — checks the matrix to ensure it contains no errors.

7.2.2 The Dimensions Tab

A Dimension is a set of segments. For example, “Gender” would be a dimension, and within that
dimension would be the segments (answer options) “Male” and “Female”.

Go to the Sample Management > Current Matrix window, Dimensions tab. This tab lists the dimensions
registered for the currently selected matrix.

General | Dimensions | weaights | Report

S save Delete Moue L Move Dawn Mew Dirnension
. P

D Dirnension Mare z
[0 rmaender

I:‘ HHSize

[J PMm Education

Figure 148: Example of the Dimensions tab list

The toolbar buttons are:

. Save — saves changes for the tab. The button flashes while Confirmit has unsaved changes.
. Delete — deletes selected Dimensions.
. Move Up/Down — moves selected Dimensions up or down in the list.
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New Dimension — creates a new dimension for the current matrix.

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 to open the Details page for that dimension.

General | Dimensions | weights | Report

‘ Save Back to Dimension List

Dimension name |PMGender

tollapse type | Ordinal

Define new Segment:

Search:

Show paste area

CyberCafe g |
ot O Nane

nC
AccessFromHome ‘res
AccessFromLibrary Ho
MecessFromOther
MecessFromSchool
AccessFramWaork

ActivateDate

Active

ActiveDaysOnPanal

#ddedDate

MgePrasOfiids

MOLBrowser

MOLUser

archiveflagdate

BusinessOwner
CanadianProvince
CensusRegion
ClosedCustomCounter
ClosedlobsGounter
ClosedTrackerCounter
CHRCounter

ComputerType

ConnedionType

ContinentCode

CoreDemoCell b

Segments in Dimension; Clear dimension

Add here Title: |Male Remove  4F
Operators

® and

Add here Title: |Female Remove 4

Functions
CEqual

@1n
Botween
-
-
-
<=
Contains
Left
Right

O 15t

Create new »

Figure 149: Example of a Details page for a dimension

The toolbar buttons and data fields are:

Save - saves changes for the tab. The button flashes while Confirmit has unsaved changes.
Back to Dimension List — takes you back to the list of dimensions registered for this job.

Dimension Name — the name of the selected dimension.

Collapse Type — sets the action to be performed if Confirmit cannot find the required number of
panelists using the weights as set. The options are:

Nominal — Nominal data is a form of categorical data where the order of the categories is not
significant. For example industry ("Accommodation, Cafes and Restaurants", "Agriculture, Forestry
and Fishing", "Communication Services" ,...), gender, ethnicity etc. In shortage scenarios,
adjustments are accomplished by random selections from the other options.

Ordinal — 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, adjustments are accomplished by selecting from the options
nearest to the one that is low.

Non-collapsing adjust targets — Confirmit will adjust the total number of panelists selected to
keep the weight ratios correct.

number of panelists correct.

Non-collapsing keep targets — Confirmit will adjust the weight ratios to keep the overall total

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.

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.
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Use this tab to create a new Weight set for a dimension, and see and/or edit the details of existing weights.

General Dirmensions Weights Report

}(_ Delzte Wweight Mew Waight
D Weight Harme z
I:‘ Males

[ Fermale

[ males short
[] Hone of above

[ weightza4

Figure 150: Example of the Weights tab Weight List

The toolbar buttons are:

Delete Weight — deletes selected Weights.
New Weight — creates a new Weight for the current Dimension.

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.

Genetal | Dimensions | Weights | Rapart

| Save Back to Weight List Duplicate ~

Weight Name: |Males

Dimension:

Dimansion Name Segment Name Targat

PMGender Copy Paste
Male 100 5
Fernale 0] 5
Total YT ««
HHSize Capy Paste
1 MEM 12,24 %
2 MEM 34,04 %
3-4 MEM 38,46 %
5+ MEM 15,26 %
Total [IETINT] v
PM Education Copy Paste
Mo Call 51,94 %
Sarme Coll 22,2| %

Fall e e am ool o ¥

Figure 151: Example of a Weight Details page

The toolbar buttons and data fields are:

Save - saves changes for the tab. The button flashes while Confirmit has unsaved changes.
Back to Weight List — closes the details page for the Weight and returns you to the Weight List.

Duplicate — creates a copy of the current Weight. The new Weight is given the name Copy of
(selected weight).

Weight Name — the name of the currently selected Weight.

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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7.2.4 The Report Tab
This tab shows details of the dimensions and weights used in the current matrix.

General || Dimensions || weights | Report

| j Printer and Save Friendly Yersion <

Sample Selection Cell MatHix: Test122

Weights: Males , Female , Males short, Mone of above , Weight234

Created Date: 20,04, 2006 10:57:06

Created By: docurnentation

Modified Date: 20,04, 2008 12125116

Modified By: docurnentation

Demo Total cell
Set Count Count cell alpha Cell Mask

PMGEMDER (Collapse type: Ordinal)
1 1 Male PMGender = Male
2 b4 Ferale FMGender = Female

HHSIZE (Collapse type: Ordinal)
3 1 1 MEM HHSizeSelfReported = 1 member
4 2 2 MEM HHSizeSelfReported = 2 members
1 2 2-4 MEM IN(HHSizeSelfReportad, 2 rmembears, 4 rmermbears)

IN(HHSizeSelfReported, 5 members, & members, 7

& 4 S+ MEM merbers, § mermbers, 9+ membears)

PM EDUCATION (Collapse type: Haormal)

IM(PMEducation, Grade Schoal, Sorme High Schoal,
7 i No Call High School Graduate)
g 2 Sorme Coll PMEducation = Sorme ColleasdUniversity
Figure 152: Example of the Report tab
The tab has the following button in the toolbar:
. 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.

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.

7.2.5 Procedures in the Current Matrix Tab

7.2.5.1 How to Create a Duplicate of 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.
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Microsoft Internet Explorer

L ] :, Mo dimensions are specified in matrix,
)

Figure 153: 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|
.A Samplingmatrix is walid
Figure 154: 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.
Dimension Name | |
| Ok || Cancel |
Figure 155: 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.

Genersl | Dimensions | weights || Report |

| [H save | Back to Dimension List
Dimension name |Gender
Callapss type
Define new Segment: Segments in Dimension:
Search: Operators
gen Show paste area ® and
OMC@ander ’\Fﬂ::awe Orone
OMDGender
Sl Do
OMGEender
PMGender Functions
& Equal
Cin
Betveen
=
==
<
=
Contains
Left
Right

Figure 156: Example of the Edit Dimension window
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4. In the 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. In the second column, select the required values for the variable.
6. In the third column select the required operator and function.

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.

Dimensians | waights || Report |

‘H Save Back to Dimension List

Dimension name |G=ndar

Collapse type | Nominal v

Define new Segment: Segments in Dimension: tlear dimension
b add here Title: Rernauve G
Search: Operators
©@and PTT— Remave 4

SMBGandar - [ C o
COMBRelationship = fsle
OMCActualage Farmale O Hone
COMCDOB
OMCGender

Mot
CMCRelationship D
OMDActualage

CMDDOB Functions
CMDGender

OMDRelatianship ® Equal
OMEActualAge Orin
OMEDOBR

OMEGender Between

OMERelstionship

OMFActualAge -

OMFDOR .
OMFGender

OMFRelstionship = =

OMGActualage .

OMGDOE

oMGGender ontaine
©MGRelationship

OMHispanic Left

OMaschualage )

OnhneSuruezs e Right

Figure 157: Example of segments in a dimension

8. Save the changes.

7.2.5.4 How to Create a Weight Set

1. In the 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.

(Name

Weight Name | |

|OK || Cancel |

Figure 158: The Weight Name dialog

2. Type a name for the new weight into the data field and click OK.

The Details page for the new weight opens.
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General || Dimensions | Weights | Report

| Save Back to Weight List Duplicate ~

Weight Name: Test weight

Dimension: All Dirmensions %

Dimension Hame Segrnent Hame Target

PHEender Copy Paste
Male 0%
Fernale 0 o
Total Y <
HHSize Copy Paste
1 MEM S
2 MEM S
3-4 MEM S
S+ MEM S
Total Y <

L = [y

Figure 159: 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.

4. 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.

5. 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. Go to the Sample Management > Current Matrix > Weights tab, Weights list.
2. Find the weight set you wish to delete, and click in the corresponding box to select it.
3. Click Delete Weight.
A confirmation message box opens.

4, 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:

1. Click the Export button in the General tab’s toolbar.
The Matrix Export dialog opens.

Email recipient |docurnentation@confirmit, corn

Comment

Figure 160: The Matrix Export dialog
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The default email address is that of the current user. Change as necessary.
2. Type any comments into the Comment field.
3. 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 7.5.1.2.

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. See section 7.4 for further information on the Active Job List.

Use the filters to find the job you are interested in and click on the blue link to select it. You will be taken
automatically to the Current Job window.

-

jHome ~ CAPI/Kiask * Project Management ~ Reporting ~ |Sampling = - |u;a.-= Mentation, Doku L_]
Current Job Current Matrix Job List Matrix List Scheduling e

) Search ¥ Delete Mew Job Impert Job

[ Job Humber Description Modified Mailing Date Created By Job Type Company Status 2

- v = [- > = Al [ an v Al

D job_def_76373.x.. Dec Conscreen ... 23.03.2006 16:18:23 20,03.2006 00:00:00 adrinistrator Work In Progress A

[J job_def 76973,%.. Dec Conscrzen ... 23,03,2006 15:50:37 20,03.2006 00:00:00 adrinistrator work In Progress

[J job_def 76973.%... Dac Conzerzen ... 23.03.2006 15:46:02 20.03.2006 00:00:00 adrministrator Work In Progress

[] job_def 76973.%... Dac Conscraen ... 23.03.2006 15:44:51 20.02.2006 00:00:00 administrator Wiark In Prograss

[ job_d=f_76973.x... Dac Conscrasn ... 23.03.2006 15:39:20 20.02.2006 00:00:00 administrator Wiark In Progress

D job_def 76973.x.. Dec Conscreen ... 24.03,2006 10:25:32 20,03.2006 00:00:00 administrator Wwork In Progress

D job_def _76973.x.. Dec Conscreen ... 23.03.2006 15:29:46 20,03.2006 00:00:00 administrator Wwork In Progress

D job_def 7€973.x.. Dec Conscreen ... 23.03.2006 15:23:26 20,02,200& 00:00:00 administrator Wwork In Progress

D job_def_7€373.x.. Dec Conscreen ... 23.03,2006 15:19:05 20,0%2006 00:00:00 administrator Wwork In Progress

D job_def_7€373.x.. Dec Conscreen ... 23.03,.2006 15:18:17 20,0%2006 00:00:00 administrator Wwork In Progress

D job_def_76373.x.. Dec Conscreen ... 23.03.2006 14:35:33 20,03.2006 00:00:00 administrator work In Progress

D job_def_76973.x.. Dec Conscreen ... 23.03,2006 14:00:50 20,03.2006 00:00:00 adrinistrator Wwork In Progress

D job_def 76373.%.. Dec Conscreen ... 23.03.2006 12:13:01 20,03.2006 00:00:00 adrinistrator Wwork In Progress

[ job_def 76973,%.. Dec Conscrzen ... 23,03,2006 12:09:24 20,03.2006 00:00:00 adrinistrator work In Progress

[ job_def 76373.%... Dac Conscraen ... 23.03.2006 12:06:28 20.02.2006 00:00:00 administrator Wiark In Prograss

[ job_def 76973.%... Dac Conscraen ... 23.03.2006 11:41:51 20.02.2006 00:00:00 administrator Wiark In Prograss

[ job_d=f_76973.x... Dac Conscrasn ... 23.03.2006 11:18:20 20.02.2006 00:00:00 administrator Work In Prograss

0 of 33 selected. Page 1

Al s b c d e f g h i i k I m n e P a ' = & u PR = v z

Currant Job: Dec Conscraen Wavs 2 (Rep) (job_def 76373.xmls) Current Matix: Matrix2 [Language [ Enaiish v patabasa| Fraduction v| |@ 2006 FIRM

Figure 161: 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.

o

[ Jeb Humber Deseription Madified Mail Date Created By Job Type Company Status

- v = [ = = 2l | an v all
Figure 162: The Job List filter bar

. Job Number — type in the number of the job you are looking for, then click Search. You can use
wildcards 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.

. 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 wildcards. 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.

. Modified — enables you to search for jobs 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
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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 modified after the selected date.

. 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.

. 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.

. Job Type — allows you to search for jobs according to their type. Click the drop-down arrow beside

the field to open a list of the registered job types, select the desired type and click Search.

. Company — allows you to search for jobs according to the company under which it is registered.
Click the drop-down arrow beside the field to open a list of the registered companies, select the one
required and click Search.

. 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.

. 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.

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.

7.3.2 The Job List Toolbar

. Search — commence a search based on the selected filter criteria.

. Delete — delete the selected job(s).

. New Job — create a new job.

. 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 (see section 7.3.3.2).

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 DescHiption

1.4 Cancel
Figure 163: The New Job Properties dialog box
2. Type in a unique job number.
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.
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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 7.1.1.3.2).

1. Click the Import Job button located towards the right end of the Job List toolbar.

The Job Import dialog box opens.

_

File to upload

Job Humber

(=]9

Figure 164: The Job Import dialog box

2. Click Browse to open a standard Windows browse dialog box, and find the file you wish to import.
3. 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 nhumber of jobs simultaneously.

1. Go to the Sample Management > Job List menu comment.
The Job List window opens.

2. Find the job or jobs you wish to delete.

3. 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.

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.

. 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.

. 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.
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7.4.2 The List Columns

. Job Number — the number of the job.

. Name — the name of the job.

. Status — indicates the current status for the job.

. Project ID — the identification number of the survey project to which the sample is attached.

. Mail 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.

. Survey Owner — the owner of the survey to which this sample is attached.

. Created By — the name of the person who created the sample.

7.5 Matrix List

This window lists all the matrices currently available in your Confirmit database.

|;‘ Search X Delete  Panel Fields Mew Matrix Irmport Matrix|

[ mame GCreated Date Created By Modified Date Modified By Last Job Used = Last Used Summary v 2

- 2 @ - B =l - = =l

[ matrixt 21.03,2006 15:04:23 operstor 31.03,2006 11:09:42 docurnentation =

[ matrixz 23.03,2006 08:56:21 docurnentation 31,03 2008 09:54:13 docurnentation =

Figure 165: 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:

. 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
wildcards and type in part of the name.

. 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.

. 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.

. 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.

. 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.

. 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.

. 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.

. Summary — shows a summary of the matrix dimensions.
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
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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.

7.5.1 Procedures in the Matrix List Window

7.5.1.1 How to Create a New Matrix
1. Click the New Matrix button located towards the upper right corner of the window.

The New Matrix dialog box opens.

(Newmatrix

Matrixz Mame | |

| Ok, || Cancel |

Figure 166: 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 Dirmenszions || Weights || Reportl

|H Save Duplicate Export Matrix Walidate Matrix

Matrix Name |Documentation 1

Created By documentation
Created Date 07, 04,2006 10005133
mModified By docurmentation
Modified Date 07.04,.2006 10:14:31
Last Accessed

Last Job Used

Last Used

Figure 167: Creating a new matrix

You now need to define the dimensions and segments for the matrix. Refer to section 7.2 for further details
on the tabs and matrix functionality.
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 7.2.5.6 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 box opens.

(Matrix Tmport

File to upload | |[ Browse... |

Matrix name | |

Figure 168: The Matrix Import dialog box
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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. See section 7.2 for more information on editing matrices.

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.

@ Scheduling confirmity,

“uHome v Admin T End Users * CAPIfKiosk ~ Panel Setup ¥ Panel Utilities ™ Panel Management "Sample Management v| '|Use|-= Bennett, Migel |i “I

Current Job Current Matrix Job List Active Job List Matrix List Scheduling Concurrent Sampling Multiple Sample Upload Tester Template List Sampling Settings

) search Remove Move Backward Move Forward  Wiew Refresh
Job Number | Job Type Status Schedule Mail Dat= Progress Log Entry Usar ID Comment @
jobt samplingExacutalob Complated  04.05.2007 22:32:37 13.05.2007 100% view administrator

SamplingExacutalob Aborted By ... 04.05.2007 08:27:57 0% View nigelb

SamplingExscutalob Complated  03.05.2007 19:37:50 100% View administrator
job1 samplingUnpostSample  Completed  02.05.2007 19:37131 12.05.2007 100% view administrator
jobt SamplingExscutalob Complated  03.05.2007 19:36:54 13.05.2007 100% View administrator
jobt SamplingUnpostsample  Completed  02.05.2007 19136116 13.05.2007 100% view administrator

SamplingExacutalob Abortad By ... 03.05.2007 14:00:14 0% View administrator

0 of 0 selectad.

Other Jobs

p Search Rernoue Move Backward Moue Forward  View Refresh
Job Number Job Type Status Schedule Prograss Log Entry User 1D Comment =

No items available

0 of 0 selected.

Panel: Community Panel Test., (p0220548)  CumrentJob: Testjobl - Universa.. (jobl)  Curvent Matrix: (nonej‘\ | English +| Datab Production v||3a+

Figure 169: Example of the Scheduling window

The window contains two lists:
. Sampling Jobs — the queue of sampling jobs that are waiting to be run.
. Other Jobs — support jobs, such as importing files or exporting to a different server.

Both the lists have the following buttons and options:

. Search — type search criteria into the job number field then click search to reduce the list to only
those jobs answering to the criteria.

. Remove — click to delete a selected job from the list.

. 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.

Click the link in the Mail Date column to open the Task Scheduling window for the job.
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Task Scheduling . .
confrmit,
&K close

Current settings Inital start tirme = 28,04, 2006 10:00:00
Pattern = Weekly
Interval = Every 2 waek(s) on weekdays
[(Man, Fri)
Range = End by 28.02.2007

Next scheduled occurences 02.05.2006 10:00:00
19.05. 2006 10:00:00
29.05.2006 10:00:00
09,06 2006 10:00:00
19,06, 2006 10:00:00

| © 2006 FIRM

Figure 170: 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.

Click Change to open the dialog for access to the recurrence settings. Refer to section 7.1.6.5 for further
details on the settings and procedures.

7.6.2 The Inactive List

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. 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.

-2} Task Log -- Web Page Dialog |1 X
confirmity,
zl Refresh ﬁ Close

Task Log

Timestarmnp Description

2006-04-11
22156130
2006-04-11 .
ZO0E DAL @) Job Numben:
2006-04-11
22:56:30
2006-04-11
22156133
2006-04-11
23112123

2006-04-11 @ Starts balancing of SubSample 'Males w kids &-
23:13:01 iz'..

@ Initiating task: Sarmpling - Execute Job

(3)  Mail Date: 05/09/2006 00:00:00
(@ starts BitStraam generation...

@ Starts balancing of SubSample 'Males'...

Z006-04-11

2006 04711 (@) sterts balandng of SubSampls Famales’..

Execute Job failed:

Swstern, QutOfMernoryException: Exception of type
2006-04-11 0 'Systern, QutCfMernaryException' was thrown, at
2314121 Systern.Data RETree 1. TreePage..ctor(Int32 size)

at Systern, Data,RBTree 1. AllocPage(Int32 size) at

Systern.Data. RBTree 1. GethewNade. ..

2006-04-11 .
IO @) Task sborted with ewors

| 2 2006 FIRM

Figure 171: Example of the Task Log for an aborted job
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2} Task Log -- Web Page Dialog

Task Log

Rafrash

confirmity,

K close

Timestamp

2006-04-11 22:43:37
2Z006-04-11 22:43:37
2006-04-11 22:49:37
2006-04-11 22:49:40
2006-04-11 22:52:38
2006-04-11 22:52:50
2006-04-11 22:533:22
2Z006-04-11 22153122
2006-04-11 22:533:123
2006-04-11 22:53:28
2006-04-11 22:54:33

2006-04-11 22:56:24

LCIECIECRCECIECIECIECIECECIECIEC)

Diescription

Initiating task: Sampling - Execute Job
Job Murnber:

Mail Date: 04/14/2006 00:00:00

Starts BitStrearn generation...

Starts balancing of SubSample 'Males'...
Starts balsncing of SubSample 'Fernales'...
Creates Qutdo Reports..,

Creates Sample File...

Creates Job Tables...

Creates Respondent File...

Starts Posting...

Task complated

| 2 2006 FIRM

Figure 172: Example of a log for a completed job

Go to the Properties tab to see the details for the execution job.

Task Log

Refresh

3_ Task Log -- Web Page Dialog

confirmity,

#K close

Task type

Task 1D

Schedule

Status

Approx % completed
Start time

End time

Time usage

Assigned servar

[ Task definition ]

Task instance properties
Properties too| |

Sarmpling - Unpest Sample

2006-04-10 10:39:30

Cornplatad
I 100%
Z006-04-10 10:39:34

200&-04-10 10:41:29

00:01:353

| © 2006 FIRM

Figure 173: Example of the Properties tab for a job

In the properties tab, click Task Definition to go to the Task Definition Properties window. This is

described in section 5.1.1.2.1 Task Definition.

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 to the Sample Management > Scheduling menu command.

The Scheduling window opens, see Figure 169 for an example.

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.
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7.6.3.2 How to Change the Job Schedule Settings
After a job has been scheduled, you may need to change the settings.
1. Go to the Sample Management > Scheduling menu command.

The Scheduling window opens. See Figure 169. 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. See Figure 170 for an
example.

3. Click Change.

The Recurr 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. 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 as shown in the example below.
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Concurrent Sampling : .
@ confirmity,
“uHome < Admin v End Users = CAPI/Kiosk * Panel Setup ~ Panel Utilities = Panel Management ~ [Sample Management = ~ |User: Bennett, Higel | TI‘
Current Job  Current Matrix Job List Active Job List Matrix List Scheduling Goncurrent Sampling Multiple Sample Upload Tester Template List Samnpling Settings -
Execute |
) search| gk add| add all Pull to Expected Returns | | (@)
[] 3ob Humber Description Mailing Date 2 | update Panel O
| I | == =
Generate Output File O
[ tegacy_s Legacy Job 3 23.04.2007 ]
Comment [ |
[ legacy_s Legacy Job 8 25.06.2006
[ legacy_7 Legacy Job 7 11.06.2006
Start Time =3 v
[ legacy_s Legacy Job & 27.05.2006
[ legacy_s Legacy Job 5 18.05.20086
[ legacy_4 Legacy Job 4 10.05.2006
[ legacy_z Legacy Job 3 25.04.2006 e
0 of 12 selected, Page 1
Selected Jobs
¥ Remove Remove All
Job Number Description Mziling Date =
No items available
0 of 0 selected, Page 1
panel: Community Panel Test., (p0220548)  CurentJob: (none)  Current Matrix: (none) },anguage| English ¥ | Database | Production VHSampling v2 test/dev | @ 2007 Eonﬁr‘

Figure 174: Example of the Concurrent Sampling window

The window contains three main areas:
. Available Jobs - lists the sampling jobs that are currently available to be run.

— Click in the checkbox beside a job to select the job, then click Add in the toolbar above the list to
move the job to the Selected Jobs list below. Selected jobs will be grayed out in the Available Jobs
list.

. Selected Jobs — the jobs that have been selected to be run in the concurrent sampling task.

— To remove a job from the Selected Jobs list, click in the checkbox beside the unwanted job and
click Remove. The job is returned to the Available Jobs list.

. Execute Job Properties — this area contains properties that you can set for the job that is to be
executed.

7.7.3 How to Run a Concurrent Sampling Job
1. Go to the Sample Management > Concurrent Sampling menu command.
The Concurrent Sampling window opens as shown in the example above.

2. In the 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.

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”.

7.7.3.1 The Execute Job Properties

. 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
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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 — see
section 7.10.1.

. 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.

. Generate Output File — ensure this box is checked if you require the output file (the list of panelists
reserved for the job) to be created.

Note: If you select to create the output 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.

Comments — type any comments into the free-text data field.
. Start Time — click the down arrow to open a drop-down list of the options available:

— 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.

— 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 section 7.1.6.3.3 for details.

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 to the Sample Management > Multiple Sample Upload menu command.

The Multiple Sample Upload window opens as shown in the example below.
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“iHome *|admin v End Users v | caPLkiosk | Panel Setup ¥ Panel Utilities ¥ | Panel Managerment '|Bamp|e T —— v| -

User: Bannatt, Nigal || QI

Current Job Current Matrix Job List Active Job List Matrix List Scheduling Concurrent Sampling Multiple Sample Upload Tester Template List Sampling Settings -

Upload |
Available Jobs Upload Sample Properties
) search dk add| add al Project ID | |[select project |
[/ 3eb Number Description Mailing Date 2| Test |
Database
| /1 | - = =
Comment | |
O job7 Test job7 - Date elimination with surveystatus = 0 20.05.2007
[] job1 Test jobl - Universal filters 13.05.2007
0 of 2 selected. Page 1

# Remove Remowve All

Job Number Description

Mailing Date a

No items available

0 of 0 selected. Page 1

Panel: Community Panel Test., (p0Z20548)  CurrentJob: Multi-Upload jobl (jeb10)  Current Matrix: (none]ll | English %] Datab Production V||Samp1

Figure 175: Example of the Multiple Sample Upload window

Here you must specify the project the jobs are to be uploaded to.
2. In the 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 1D Status Job Number Diescription
1076 Completed job1 Test jobl - Universal filters
1077 Completed job7 Test job7 - Date alimination with surveystatus = 0

Figure 176: Example of the task list

6. On completion, click OK.

The task list closes and you are returned to the Multiple Sample Upload window.

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.
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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 pelate| SO search Hew Tester Temp\ate‘

[ Ternplate Name Panelist 1d Creasted Dats Created By 2
[ | =~ [ \

[] pecurnentation Templsts 9998 12/12/2006 1:54:55 PM usermanus!

[ userrnanual Termplste 9999 12/11/2006 1:25:21 PM userrmanual

Figure 177: 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.

Template Name | |

| Cancel || || || Finish |

Figure 178: The New Tester Template dialog box

2. Type in a name and a panelist ID for the template
3. Click Finish.

The template is created and the Tester Template page opens.

() Back | Save and Clase [ save

Template Name 1o umentation Termplate

Panelist Id 3998

Created Date 12/12/2006 1:54:55 PM

Created By usermanusl
Updated Date

Updated By

# Rerove ok add

Erniail

Group Code

W

No items availabla

Figure 179: Creating a new tester template

You now need to add the dummy respondents to the template.
4, In the lower part of the page, click Add.
A row is added to the table.
5. Type 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.
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(€) pack Save and Close [ save

Template Name 500 mantation Termplate
Panelist 1d 2998

Created Date  12/12/2006 1:54:55 PM
treated By userrmanual

Updated Date 12/14/2006 4:02:32 PM

updated By usermanual

¢ Ramove ok Add

] email Group Coda
[ |adam. avian@firm. corm 06
[ |belinda.brant@firmn. com 0g

charles. chuk ar@firm. carn 12

Figure 180: Example of a tester template

™m

7. Click 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. To add a template to the database, see section 7.1.6.4.3 How to Add Test

Respondents to the Database.

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

Genaral Categorization Tree || Property Definitions || Output Field Templates

Survey Rule Templates

| Save Refresh Survey History Job Information

Panel ID
Date Elimination Pre Days 5
Date Elimination Post Days 5

Category Elimination Pre Days 14
Category Elimination Post Days 14
Survey History Include Months 15 a

Logging Enabled =]

Sat status of job to Production D
upon upload

Validate Background Variables I:‘ @

Job Number Pattern

Default Project Filter Length 0 a
Default Survey Rule Template No items available || (@)
Default Qutput Field Template Mone v @
Output Rule Edit

Posting Rule Edit

Expected Return Variable No items available ¥ | (@

Figure 181: The Panel Settings page General tab
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Use this page to set the default properties for the panel. This page contains the following properties and
information:

. 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.

. Date Elimination Pre Days - this is the default value for the “number of days before mailing date”
in the date elimination function. See section 7.1.2.3.4 How to Set the Date Elimination Function for
further information.

. Date Elimination Post Days — this is the default value for the “number of days after mailing date”
in the date elimination function. See section 7.1.2.3.4 How to Set the Date Elimination Function for
further information.

. Category Elimination Pre Days - this is the default value for the “number of days before mailing
date” in the Category Elimination function. See section 7.1.2.3.3 How to Set the Category
Elimination Function for further information.

. Category Elimination Post Days - this is the default value for the “number of days after mailing
date” in the Category Elimination function. See section 7.1.2.3.3 How to Set the Category
Elimination Function for further information.

. 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.

. Logging Enabled — enables or disables extra logging of the sampling balancing algorithm’s
behavior.

. 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.

. 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.

. 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 names
correspond to Job Numbers.

. 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. See also section 7.10.6.

. Default Output Field Template — the Output Field Template to be used if no other Output Field
Template is specified based on custom properties. See also section 7.10.5.

. 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 output file headers. Click
Edit to open the Rule Editor page. See section 6.3 Current Rule for further details on rules.

. 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. See section 6.3
Current Rule for further details.

. Expected Return Variable — select the variable that contains the panelists’ probability of
answering a survey. 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.
The variable cannot be null for any of the panelists. This variable will be used when Pull To
Expected Return is selected when running a concurrent sampling job (see also section 7.7.3.1).

7.10.2 Refresh Survey History Job Information

If under the Panel Setup > Designer menu command, the Panel Variables toolbox > Survey History
variables have been added with an ID corresponding to the ID of a custom property for jobs, and the
Characteristic property is set to LoopSupport, and the custom properties for the jobs have the Has Survey
History Support property checked, then the Refresh Survey History... button will synchronize values in
the panel based on existing values in existing jobs.
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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. See also section 7.1.1 Job Information Tab for further information.

General | Categorization Tree | property Definitions || ©utput Field Templates || Survey Rule Templates

B {24 Categorization Tree Save
[=l [ Transpart
[=] | Private Transport
I: Bicycle Category Name |Bicycle
D Car
|: Moped
[ Matar Bike
=1 |5 Public Transpart
D Air Domeskic
|: Air International
D Bus Local
D Bus Long Distance
D Train Inter Ciky
|: Train Local

|: Tram

Category Id &

Figure 182: Example of the Categorization Tree tab

To add a categorization or group, in the tree, right-click on the item after which you wish to create the net
item, and select Add Category or Add Categorization Group from the drop-down menu as appropriate.

These categorizations will then be available to you when creating and/or editing the current job.

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 | Qutput Field Templates || Survey Rule Templates

|)(_ Delete Mew Property Definition
[ name 1d Required | Show in Joblist | Use Qutput Template Survey Rule Template | Has Survey History Support
O complexity Complexity - - v v v

[ ouration Test v

Figure 183: 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.

General || Categorization Tree | Property Definitions | Output Field Templates || Survey Ruls Templates

‘@ Back Save and Close [ save

Property Name  Complexity

Property ID Complesxity

[1=s required []Showin Joblist [¥] use Cutput Template [¥] Use Survey Rule Template [¥] Has Survey History Support & [¥] Use in Elimination

|><_ Rernove Hb Add

O 1 Name Default Value Automnatically Disregard ... Gutput Template Survey Rule Template @
O Low O OuputTemplatei % ~
O |2 Medium O O v v
Oz High [ 4] O v v

Figure 184: The Property Definitions page

Here you define new property items and specify their requirements. The selection boxes are:
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. Is Required — check this box if a job must include this property to be valid.
. Show in Joblist — check this box to specify that the job is to be included in the job list.
. Use Output Template — in the Property Item List in the lower part of the page, select the Output

Template to be used.

. Use Survey Rule Template — in the Property Item List in the lower part of the page, select the
Survey Rule Template to be used.

. Has Survey History Support — allows you to add the value of the custom property to the survey
history at the time of executing a job. This is so customized properties can be used in expressions
in Panel Rules later.

. Use in Elimination — click to use the definition for Property Elimination for the job. Refer to section
7.1.2.3.5 for further details.

Note: Only one Property Definition can be used for elimination in a job. Once the Use In Elimination
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.

Property Mame

Property ID

Ok Cancel

Figure 185: 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 as shown in Figure 184. Select the options and add Property
Items as required.

3. Save the changes.

7.10.4.2 How to Define a Property Item
1. In the Property Item List toolbar, click the Add button.
A new line is added to the list.

2. Type in 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 Output 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.

To specify any columns that are to be included in addition to these default columns specified here, go to
the Current Job > Additional Items menu command (see section 7.1.5 The Additional Items Tab ).
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General | Categorization Tree || Property Definitions | Qutput Field Templates | survey Rule Ternplates

|}< Delete

Mew Template Definition

[] Hame

[ Manuali
[ Manualz

[1 Manualz

Cutput Fialds

Al
1.2

DateCfBirth, Gender

Ernail, LivesInGity

Password, UserLogan

Figure 186: Example of the Output Field Templates tab

Click on the blue Name link for a template to open the editing page for that template.

General || Categarization Tree || Property Definitions | Output Field Termplstes | survey Rule Templates

|® Back Save and Close [ save

Name

Output Fields

Manuall

Available

Search

Ernail - Ernail address
LivesInCity - Panelist lives in the city
Pazsword

als
RecodedFieldl - This field can be used for anything
UserLagon

==

<<

Selected

DateOfBirth - Date OF Birth
Gender - Gender of the panelist

Figure 187: 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.

7.10.5.1 How to Create a New Template Definition
1.

2
3.
4

5.

of the tab toolbar.

In the Output Field Templates tab, click the New Template Definition button towards the right end

The Template Editing page opens. See Figure 187 for an example.

Give the new template a name.

Click Save to save the changes.

In the Available column, find and select the output fields you wish to include in the template.

Click the >> button to move them to the Selected column.

If this template is later used in a job, then the database columns selected here will automatically be
included in the output 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.

When and how the database is updated with respect to panelists who have not responded to the

survey.

When the survey is to be closed to respondents.

7.10.6.1 How to Create a New Survey Rule Template

1.

The New Survey Rule Template dialog box opens.
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Mame

Ok Cancel

Figure 188: 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.

|@ Back Save and Close | Sawe

MName Survey Rule 1
Update Completes Rule Mo iterns available % | g

Update Non Responder Rule Mo iterns available % | g

Survey Closing Rule Mo iterns available % i@l
Update Non Responder Days o] =]
Close Days u] =]

Figure 189: 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 to run during normal recurring statusing of the panel based on
surveys.

. 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 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 Non Responder Days
setting below..

. Survey Closing Rule - this rule is run when a survey is to be closed (when the survey is
completed).
. Update Non Responder Days — the number of days after the start of a survey that the Non

Responder rule is to be run.

. Close Days — the number of days after the survey is made available to a sample to when the
survey is closed — the life of the survey.

4, 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 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 Community Panels functionality.

Note: The changes and functionality described in this chapter will only occur or be available to
companies with access to the Community Panels functionality.

8.1 How to Attach a Panel to the Survey

If your company is using the Community 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 > Survey Settings menu command.
The Survey Settings page opens.
2. Go to the Web Options tab.

The Community Panel property is located towards the bottom of the tab.

LOiiuma SUiw Sy LS R IeE L SISy LTSS B0 GO S aEa S T s
Limited survey with login page (Requires an uploaded respondent list with us:
Require only userid to access limited survey

Community Panel

Allow current survey to access Find Panel...

Figure 190: The Community Panel property

Type the Panel ID into the field, or
3. Click the Find Panel button.
The Find Community 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.
5. 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.

8.2 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):

. 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.

. The second function must register the new panelist’s information.

. 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).
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=] @ Panelist Registration Survey (pl467491)

i@' Email - Email {Open)
4= | Gender - Gender (Single)
i@' Passwaord - Passward (Open)
@ IUpdate Rest of the informakion ko the panel (Scripk)
|34 - NFO: (Infao)
@. Remove respondent From survey (Soript)

|y Scales and Lists

[ Quotas

|y Emails

Figure 191: Example of a simple Panelist Registration survey

8.2.1 Checking for Previous Registration

A panelist must only be registered in a panel database once. The script shown in Figure 192 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.

B0 AL P L T s 10
P T 5 id ] d
ERliErmail - Email (Cpen) IO

[5=] Gender - Gender (Single) var ;ie:gﬂarﬁes ' String[[} = [[;'(El'nail';]);]
wvar fieldWalues  String[] = 'Ernail")]:
@Passward - Password (Open) if{CreatePanelist(fizldMarnes, fieldvalues)<0)
@ Update Rest of the infarmation to the panel {Script)
i , RaiseError(];
@H INFO: {Info) SetErrarMessage(Langlls. en,"Couldn't register new panelist
@REI‘HDVE respondent From survey (Scripk) with thiz ernail address, for example becauze a panelist
3 Scales and Lists already exists with the same email address."):
1 Cuakas

Figure 192: Example of script to check whether the email address already exists

8.2.2 Updating the Information

Once a new panelist has completed the survey, the information he/she has provided must be uploaded to
the database. The “update” script shown in Figure 193 performs this function.

LR L R R T R A )

e pdats st of the nformat on o the panal serph

i4 - INFO: (Info

@ ¢ ) i var fieldMames : String[] = ["gendear","Passwaord"];
@Remove respondent from survey {Script) var fieldvalues ¢ String[] = [f('Gender' ) f{'Passward')];

@Scales and Lists UpdatePanelVariables(fieldMarmes, fieldvalues);

Figure 193: Example of the database registration script

8.2.3 Remove Respondent Data from the Survey

Once the database is updated, the script example in Figure 194 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.

13 updste Rt o theorrain o the panel (er)
i4 - INFC: (Info

@ —— ... - ) —_— DealeteCurrentResponzal):

@ Lemove respondent From survey (Seripk) Fedirect("http://survay. testlab. firmglobal net/ cornmunitie s/ default. aspx ?p=p0&38014™)

warales and isks

Figure 194: Example of script to delete the information from the survey

8.3 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.
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= @ Profile Update Survey 1 (pl467870) i
E.:E Get Panelist Data {Script)
E Gender - Gender {Single)
@ dateafbirth - Date of birth {Open)
[32] usstats - state (Single)
@ householdsize - Mumber of persons living in householc
E carowner - Carowner (Single)
E empstatus - Emplowvment skatus (Single)
E marskatus - Marital status (Single)
i@ Email - Email {Open)
@. Update Panelist Data (Script)
@. Delete Current Database Row (Script)

) Srales and Lists

) Quotas
- Emails

Figure 195: Example of a simple Panelist Update survey

8.3.1 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.

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 Figure 196.

Name Get Panelist Data

ii§aet Panelist Daka {Scripk)
E Gendet - Gender (Single) Deleted [ ]
@ datenfhirth - Date of birth {Op
[ | Usstate - State (Single) (@ sedipteade
l] householdsize - Humber of
@ DUSENDIESIZE = RLMDer oF P var fieldMames @ String[] =

Ia carowner - Carowner (Sindle) ["gender","dateofbith","USstate","householdsize", "carownar","ernpstatus","rarstatus","ermail"];
Eempstatus - Employment staky, var variables = GetPanelVariables(fieldMames);

Figure 196: Example of script to fetch the data from the database

8.3.2 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 Figure 197.

var fieldMarmes : String[] = ["gender","dateafbirth","USstate","householdsize","carowner","empstatus","marstatus","email"]:
var fieldvalues : String[] = [fi'Gender')f{'datecfbirth'),f{'USstate ), f{'househaoldsize' ), f('carowner' 1L f('empstatus"1.f
('marstatus')Lf('email)];

UpdatePanelWariables(fieldMarmes, fieldvWaluas);

Figure 197: Example of script to update existing panelist information

8.3.3 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.

DeleteCurrentResponzel];
Redirect("http: /S survey. testlab.firrmglobal. net/cormmmunities/ default, aspx?p=p0&32014")

Figure 198: Example of script to delete the response and redirect

8.4 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.
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var shFieldMarmes : String[] = ["SurveyStatus","SHAIve"];
var shFieldvalues : String[] = ["2".,"&"];
UpdateSurveyHistoryWariables(panelProjedtMurnber.jobMurmber,shFieldMarnes, shFieldValues);

Figure 199: Example of script to update the Survey History Record

8.5 Standard Surveys Associated with a Panel

A regular survey is associated with a panel as described in section 8.1 How to Attach a Panel to the
Survey. 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:

. 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.

. 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. Surveys using batch statusing have an additional requirement; the survey must
include two “background” variables named 'JobNumber' and 'Panelistld'. Both these are open-text
variables with a field width of 255 characters.
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