Logging In

1. Turn on computer and monitor.

2. Press Ctrl-Alt-Del when prompted.

Welcome to Windows

Built on NT Technology

% Press Ctrl-Alt-Delete to begin.

Ctrl-Alt-Del helps keep your password secure. Click Help For mare information.

ficl]

3. Login to network. Username: Wincati Password:
Log On to Windows.
“Windows 2000
: Professional

Built on NT Technology

User name: | wineati

password: ||

eaonta  [pop |

™ Log on using dial-up cannection

ok | cancel | shutdown.. | options <= |

4. Start interviewing application by double clicking WinCati desktop icon.

Station Nurnber: IE Because the
SRC manually

Study List dials all calls,
FOOT h i

FiFOOT there is no need
PYSCHOO to change )
SCHOOL SETUP ontions.

Interviewer 1D |'|'|9

Laog an | Lag aff Setup | Cloze I Help |

6. Choose from available studies by highlighting the study and clicking “Log on”.
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WinCati / Interviewer Options ‘

This section details the options available before each interview actually starts. The screen below
is typical of one that will be displayed each time you logon to a study. A call record has already
been selected by the Sample Manager, a module of WinCati that uses many factors to determine
the next best call for each interviewer to make.

9 WinCati 4.1 Interviewer - Study : PACEZ  Interviewer : Sample, Interviewer Station : 5

Elle Wiew Window Help

2| Start Manual - Begin the interview
® Study:PACE2  Interviewer : Sample, Interviewer Station . =10l x|
Fhone Number; 717-365-9654 Atempt Number: 31 Recod 85 Attempts - View all previous call attempts
Cantact Mame: Maria Merriweather Last Disposition: Answering Machine Start Time: 0245 s
Compary YWEA Mkt Last Interviewer. 103 Calback Time: Queue - View samp]e Waiting to be dialed
Quota el Time Last Calt 0525 PM Calback Date
Respandent f DaelastCalt (B/21/2003  Pre-asigned Retrieve - Retrieve call record from sample database
| prefened Anyday sfter G:00 PM
R e Transfer — Transfer call record to another interviewer
| Definite and [ndefinite Callbacks

Return - Return a call record to the sample as
Stat Marial]  Attempts Hueue Retrievs Transter Retum Lagolf |

unattempted

Logoff — Logoff or select another study

»START MANUAL - This topic will be covered in the next section.

>»ATTEMPTS - After clicking the attempts button, a window showing the complete attempt
history of the call record is displayed. Detailed information is available for every call attempt.
To read the complete attempt message, double-click the call attempt.

= T
# Start Date/ Time End Date/Time Disposition  Interviewer Message 0 .
19 01/07/2003 06:26 PW - 01/07/2003 06:27 PM 42 14 d 20030 |automated gresting no info verifisd.
20 01/07/2003 06:42PM  01/07/200306:43PM 42 14 20030
21 01/07/200307:33PM  01/07/200307:34 PM - 42 14 20030
22 01/07/200307:48 PW  01/07/2003 07:43 P 41 14 20030
23 01/02/200302:01 PM  01/08/20030202PM 42 14 20030
24 01/08/2003 04:45 P 01/08/2003 04:46 P 42 14 20030
25 01/22/2003 0617 PM  01/23/200306:18PM 42 14 20030
26 01/23/2003 06:44 PM  01/23/2003 06:44 P 42 14 20030 on tues
27 04/21/200305:15PM  04/21/20030516PM 22 I said to call back on tuesday betweer 2003 0
28 04/28/2003 05:22 PM  04/28/2003 05:23 PM 41 11 20030
: A & . o g
1S

»QUEUE - The queue is a list of call records available to each interviewing station. Each station
has a unique queue. Generally, the Sample Manager will select the appropriate call record so
you will not need to choose another through the Queue. However, if you are about to take a
break or change studies, you can check the Queue to see if you have any pending callbacks.

eue =

Pricrity Record Cortact Mame Call Scheduled Status

1]

3 Awalable

& M Priorit

[ 4 617-327-0098 Awvailabl

[ 9 617-742-3911 ot riori .

B 1z TEdlE Avalable ————»| O=Immediate Attempt (In use)
E 5 617-36571783 Awailable A

E 10 761-2065420 Available 1=Definite Callbacks

[ 20 508-653-1762 Awvailabl

67 6175222753 lable 2=Indefinite Callbacks

3=No answer Callbacks
4=Busy signals
5=Misc/Priority 5 sample
6=General Samnle

Detal.. E\K | Cancel | Hep |
Detail - displays call history
\ information for call record

Attempts — displays complete call
attempt history
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WinCati / Interviewer Options (cont.)

»RETRIEVE - This option allows the interview to retrieve a call record based on a known piece
of information. If an interview is ended prematurely, this option can be used to retrieve it.

Retrieve Record

— Matching Record

Uz To Find:

& Record Mumber
' Respondent Murmber
" Telephone Mumber [9933933)

" Mame
¢ Company
€ Address
= User Defined Field
Detail | | Attt | Cancel |

»TRANSFER - This option is rarely used by the SRC. It allows interviewers to transfer call
records between each other — a feature generally only needed for multilingual studies.

»RETURN - If you receive a call record that you believe should not be called (based on attempt
history or attempt messages), this option will return the call record to the general sample
without attempting it. It is important to notify a supervisor when you return a call record so

that the problem can be corrected.

»LOGOFF - See Logging out section on 6-8.
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WinCati / Interviewing

After reviewing the call history and call attempt information, use the “Start Manual”
button to start the interview. Pressing the “Start Manual” will display an “Introduction”
screen similar to that below. The top half of the introduction screen displays relevant
call record information and the bottom half displays the script to be used when contact

is made.
;I_lﬁ|
hello . ..
Phone Mumber:  717-705-8107 Aftempt Nurnber: 3 Record #: 174 lfa name is listed

at “Contact Name”,
a respondent has
already been
selected. Use
information on this
screen (such as

Date Last Call: 04/06/2003 preterred honday - Fri attempt number,
contact name, and
message to
convince the

Contact Mame: Teia Prowell 53 Start Tirme: 02:53.

Company: Hansel & Gretel Last Interviewer: Callback Time:

Quota Cell

Time Last Call: 04:51 Phd Callback Date:
Fespondent #

Message: Teia's answering machine at work call back during the day when it is open

PARENT'S MAME: Tela Prowell d
CHILD'S NAME: Jailynn Prowell respondent to
PHONE NUMBER: 717-705-8107 participate.
Hello, this is and I am calling from the Penn State

Survey Research Center.

Is Teiz avallable?

IF AVAILABLE - PRESS 1, IF NOT AVAILABLE - PRESS CTRL/END

Mext

The questionnaire automatically follows skips and branches based on the respondent’s
answers. While interviews vary greatly, the process of conducting interviews will stay
largely the same.

WinCati Quick Reference

> WAYS TO NAVIGATE / ENTER DATA F1 - Help - Provides

e Use NEXT/PREVIOUS BUTTOINS extra info about a
question — if applicable
F3 - Back — Moves to

e FEnter numeric code and press enter

e Type open-ends — press enter twice if the previous screen
response area is more than one line F4 - Message — Press
e If “OTHER” is selected, a message box anytime to leave a

message at that screen
***Press F4 and leave
message before entering a
response to that screen

may appear — type in answer
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Wincati / Interviewing (cont.) ‘

»CTRL-END - Pressing CTRL-END will terminate the interview at any point. Whenever an
interview is terminated before completion, the interviewer must select a disposition code and
leave a message explaining the disposition.

Call Disposition Continue/Log off

Record: F47 — Last Intervie Y

Fhorne Mumber:  814-355-7789 Record: 174 Record: 174

Contact Marne: Phane Number:  717-705-8107 Phore Number:  717-705-8107
Company: Contact Mame:  Teia Prowell Contact Mame:  Teia Prowell
Respandent #: 335 Compary: Hansel & Gretel Cemmeme Cermecl) Foetel)
Qualified Quota: 1 Fespondent #:  Incomplete Interview B

: Qualified Quota:

Anzwering Machine [42] Started: 02:53 AM

Business/Government . X

Buisy Signal [43) Ended: 02:54 AW

:Lallback [ Length [min]: 1

Daytime Callback 2] LEEE, |

Dizconnected/Monworking ™| Make attempt message pematient Message |

Fax/Data Line r

Feturm

Mo Anzwer [41] 4| oK. I Cancel
Other [EBE) Wwiould you like to continue with the nest interview or log off?l e
Partial Complete [12] o =

Refusal (33) S e

" Log on to another study
; S " Log off
¥ Display all dizposition codes ® (Lo e b Sy
\ Incompleted Interview " Logaoff BACK. oK.
N ] BACK | oK | |

The WinCati system may not display the
needed disposition — always a good idea to
check “display all disposition codes”.

»CALLBACK - When an interviewer cannot complete a survey on the first call, a callback can be
setup for a later time or date. Three dispositions will display the “schedule callback” window:
callback, daytime callback, and partially complete.

Schedule Callback

Callback — When an interviewer has not designated
a respondent or has not yet moved beyond the pre-
screener questions.

Interviewing D ates:
Interviewing D ays:

Interviewing Hours:

Todays Dats [FF7E72005 Tine: [F30RAN Daytime qulback — When a household is reachgd
that only wishes to be contacted during the daytime.
Calloack Date: | 7/23/2003 =] P [ WinCati will prevent this call record from being
i Definte | ¢ Respondert dialed during evening interviewing shifts.
Callback Time: I 5:07 PM _l: & Indefinite | € Interviewer
Partially Complete — When a respondent is
etz | / selected and the interviewer has moved beyond the
Message: reason why tis calback fime was selected - pre-screener questions. This disposition will setup a
Back | oKk | callback and restart the survey at the question
/ where it left off.
/ For multi-time zone studies, this
Definite — The respondent (or contact indicates whether to callback at 5:07
person) has given you a specific date and PM in the interviewer’s time zone or
time to callback — list the reason! the respondent’s time zone. Always
Indefinite — The respondent (or contact select the respondent’s time zone
person) could not give you a specific time to unless otherwise directed!

callback. Select a time based on your own
instinct or information taken from the call —
list the reason!
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WinCati / Interviewing (cont.)

>RESTARTING AN INTERVIEW - If an interview is terminated before the “screener” questions,
the interview can only be restarted from the beginning. If an interview is terminated after the
screener questions (that is, a respondent has been selected and started answering study
questions), the interview can be restarted at the point it was terminated.

AL
® Study : PYFOOT  Interviewer : Sample, Interviewer Station 1ol =l

Fhone Mumber: 724-888-8888 Attempt Mumber: 2 Recard: 55
Contact Mame: rab Last Disposition: Complete [11] Start e 03:31 P
Company: Last Interviewar: 5 Callback Tine:
Guota Cell: 1 Tire Last Call:  06:04 PM Callback Date:
Respondent #: 12 Date Last Call:  01/20/2003 Pre-azsighed:
Meszage:

I Definite and |ndefinite Callbacks

Attempts Queue Retrieve Transfer Feturn Log off

¥ Retrieve data

" Restart interview from beginning

This call iz a restart. The data to restart this interviews must first be retrieved.

»COMPLETING AN INTERVIEW - The “complete
disposition” is the only one that does not require
pressing CTRL-END. After the interviewer finishes
navigating the questionnaire, the interview window will
close and the call record will automatically be
designated complete. Often times, the questionnaire
will include several questions for the interviewer to
answer after disconnecting with the respondent.

If a complete interview is ended with CTRL-END before all
questions are answered, the interview must be retrieved
and all questions answered.

Continue,/Log off

— Lazt Interview
Record: 55
Phone Mumber:  724-253-8588
Contact Mame: 1
Company:
Rezpondent #: 89 <Completed:
Qualified Quaota: 1
Started: 08:33 P
Ended: 02:48 P
Length [min): 15

[T Make attempt message permanent Meszzage |

Would you like to continue with the nest interview or log fo?l

€~ Log on ta another study
" Log off

Beck | ok |
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WinCati / Cues to the Interviewer

The graphical nature of WinCati allows the programmer of each questionnaire to
provide visual cues to the interviewer. The SRC regularly uses the following effects to
alert the interviewer.

Fwingue =loix
orgsprt

Does Molly
currently participate in any organized sports?

Don’t read
8) DoN'THNOW o — | text in all
91 REFUSED

caps to the
respondent

» The above screen illustrates highlighted, capitalized text. This text is used to aid
the interviewer if the respondent is uncertain what is meant by the term asked in
the actual survey question.

Sl B

g2b g2c

ves in the home with you and ome with you and

Are there any wemen living in the home, such as a Mother, How many siblings live in the homa?
Step-Mother, Father's Girlfriend or other Female ralative?

1) Yes
2) Noe

8) DON'T KNOW NUMBER OF SIBLINGS
9) REFUSED

O i e i

» These screens indicate highlighted text that is not capitalized. This effect is used
when several questions start with the same introduction that may not need to be
read to the respondent after the first couple times. Sometimes colored text will be
used instead of highlighting to relay information to the interviewer that should
not be read to the respondent.
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WinCati / Logging Out ‘

Interviewers can logoff from the main Study window or the Continue/Logoff window that
appears at the end of each call attempt. At either point, interviewers can also choose to
logon to another study.

Continue/Log off Log on ko another study

— Last Intervie
" Cortinue Fecord: 174 Study List:
r Log on to arather study Phone Mumber:  717-705-8107 FOoT
Contact Mame:  Teia Prowell PYFOOT
* Logoff Compary: Hansel & Gretel D
SCHOO

Fespondent #:  Incomplete Interview
Qualified Quota:

Started: 02:53 &M

Ended: 02:54 &M

Length [mir]: 1

I~ Make atternpt message permarent Message |

Wwiould you like to continue with the nest interview or log off?l

Logon I Setup Cloze

' Log on to another study
" Logaoff

Back | ok |

When selecting logoff, WinCati will automatically close and return to the Windows
desktop. Selecting “Shutdown” from the Start menu will automatically logout the
WinCati ID and turn off the computer. The monitor will need to be turned off manually.

-0 ]
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