SUPERVISOR CAPI GUIDE

Tonga Statistics Department
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1. INTRODUCTION

This guide includes instructions for the tool that the supervisor will be using for monitoring his or her
team. Unlike the Interviewer, the Supervisor will be using the Survey solutions dashboard for the
supervision.

This dashboard captures all the forms of his or her interviewers.

2. COMPONENTS OF THE SUPERVISOR SOFTWARE:

F
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e to track the progress of their team (Reports)
e manage the quality of their work (Interviews)
e manage members of the team (Teams and Roles)

You will only use 3 component — Reports, Interviews and Teams and Roles to carry out your work
except for Assignments, for you’ll be manually distributing it.

The following section will provide an overview of each tool—Reports, Interviews, Teams and
Roles.

2.a Reports

**Reports **tab provides six different types of reports: Survey and Statuses, Team members and
Statuses, Quantity, Speed, Maps and Survey Statistics. For example, the Surveys and
Statuses report (shown below), presents a summary of assignments by questionnaire.

2.b Interviews

The Interview panel constitutes the core of where supervisor does their work. It is a detailed list
of survey assignments. To find this list, click on the Interviews tab at the top of the screen.
The Interview interface consists of several pieces:

1. The list of interview cases (marked 1 in the image below), which captures location
information (Identifying questions), which member is responsible (Responsible), when the
assignment was last updated (Updated On), whether it contains errors (Errors Counts),
also have few questions there were not answered (Not Answered) and what status it has
(Status).

2. Set of filters (marked 2) for narrowing the list down to the questionnaire (Questionnaire),
team member responsible (Responsible), and/or assignment status (Status).

3. Tool that appears when one more check boxes associated with cases are selected
(marked 3). This can be used for approving or rejecting assignments.

4. Interview key, which is a system generated random number for each survey assignment
(marked 4). Click on this number to open the survey case to review.

5. Search tool, which can be used to find survey cases through keywords (marked 5).


https://docs.mysurvey.solutions/supervisor/components-of-the-supervisor-software/#Reports
https://docs.mysurvey.solutions/supervisor/components-of-the-supervisor-software/#Interviews
https://docs.mysurvey.solutions/supervisor/components-of-the-supervisor-software/#Teams
https://docs.mysurvey.solutions/supervisor/components-of-the-supervisor-software/#Teams
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Filters Interviews (2) 1 5 — o

Questionnaire
Showing 1 to 2 of 2 entries

dentifying Questic UPDATED ON
Questionnaire version

Island. Tongatapu,
District. 12-Kolomotu‘a,
Village: 1204-Hofoa,
Census unit: 1204011
:;;v:;n:::;eh:ld Interviewer324 Nov 01, 2021 16:55 1 2 cAPl :j;;;;’ No 302
Household / Institution
Number: 20,
Household_Status
Occupied (Nofo'l)

Status

46-22-93-20

Responsible

Assignment

Isiand: Tongatapu.
District” 12-Kolomotu'a,
Village: 1201-
Kolomotu'a, Census
unit: 1201022,

22-91-93-78 Household_Type: Interviewer321 Nov 01, 2021 07:06 0 3 CAPI Completed No 299
Filters by questions \

Interview Mode

Private household,
Housenhold / Institution
Number: &,
Housenoid_Status:
Occupied (Nofo'i)

2

The Interview panel allows the supervisor to:
e Review completed assignments, and reject or approve the assignments.

For any completed assignment, the supervisor clicks on the interview key associated with that interview case (depicted as 3 in the figure above). The
supervisor software then opens an interface for reviewing, commenting, and approving or rejecting the case.

The **Interview review panel **has several components (as displayed below):



o w

Help  Supervi

Iy Heyp 32-01-93- TR dasigrmnl §155) 25 mirLnes fat Completed = TATLY STORY - :
[eec 18] Tonga Cansus Questiornaire 2021 Inberaesera2d tedd: & dys a0 OVERVIEW 2 4 -
Mode: CAPI Superisoaz VRHLOAD IH / i

Progress:86/38
Filter Questions Gengraphical Infarmation B Edwcational (3+)
HeugeholdMatitulion Infermation F 10,1 Ma'e ako “a sio kehe § ha ako'snga kau ai ha sl bokamud?
Hac sio kehe ever atterdad school including pre-schoal?
4+ Person Rosler
= Ko
—  Individual Questionnaire —
— Indeecual - sia kebe L
1. Individual Prafile (d+)
2. Civil Registraticn [0-3)
3. Migration (D)
Rl aE 4. Health (0+)
/ . Functionang {5+)
1
6. Educational (3+)
2 / 7. Litaracy (5+)
E. Intemet and Communicatian {10+)
= il i i AT ]

*Filters (marked 1 in the image above) *are on the left-hand of the screen. They facilitate the display of questions that may be of interest to the

supervisor. The commented and flag** **filters display those questions with comments or flags, respectively. The *answered* questions, as the name
suggests, are all those that have an answer. The *invalid* filter displays those questions that failed a validation check (e.g., range, consistency with other
responses, etc.). The *supervisor's* filter yields those special questions that only the supervisor sees and can answer. The *enabled* and* hidden* filter
returns questions that are available to be answered based on the skip logic of the questionnaire and answers provided to key questions.

The center part of the screen (2) is the navigation panel. They allow the supervisor to navigate from one section of the questionnaire to another by clicking on
a heading. Bolded headings represent sections. Indented headings represent groups of questions or rows of rosters.

On top of the of the center part of the screen (3) is the progress indicator of the survey. It shows the completion level of the interview.

The last column to the right (4) lists the questions and the answers of the content being reviewed.

The final components are the green approve button and red reject button (5) are on the top right-hand segment of the screen. These important buttons
determine whether the assignment is sent to headquarters for inclusion in the survey database (Approve) or returned to the interviewer for correction (Reject).



2.c Teams and Roles

Another component of the supervisor software is the Interviewer dashboard, opened through clicking on the Teams and Roles tab at the top of the
screen.

This component is responsible for the small parts of human resource management that the supervisor handles. Headquarters determines which
human resources are in which team. Supervisor is relegated to the role of managing the user accounts for their team. To do so, the supervisor clicks
on the team member’'s name.
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Intervicmer issues Clickon a Lizgin Kama ta 523 indzrmalicn oo an intarviawer and 1o 1-.:.:|r-,f an Intardsaar prodie
Mong
O 1H HAME
arciie Alane
ASive Berdvers o - = -~ T1.06.3 [buid
rderabeer 3z Sicne Lokchea Sep 24, 2031 17:10 HTIL wilh Maps ZT34 Ko
Cucl 28, 2031 Z1.06.3 [buid
rlE e EEE Samizorl Folu Sep 24, 2021 1710 154 FETI9) wilh Wsgs 2,135 Kb
A== Ot 28, 2031 Z1.06.3 [buid
- 2 - I ™= - 17
rberabener 328 [V — Sep 24 3 1740 55 TUTID) with Wags 1,033 Kb
Sep 28, 203 Z1.06.3 [buid
rderabeer 3z Katel Mah= Sep 24, Z031 17:55 - o prayer ZE0 KD
' G “ 1905 ZETAH) wilh Waps
Z1.06.3 [buid
rt - a " i 7 T =g
riEraeer 35 Sa@ Mahu Sep 24 Z031 1755 UTID) with Mags I 085 KO

= ; .
@ Tonga Census 2021 v Reports v  Interviews Team and Roles Assignments

Interviewer321 (supervisor: Supervisor32)
Full name: Sione Lolohea

Edit personal info

Show actions log

O :O  AGAI O

HEW 0N DEVICE




3. Getting Started: REVIEW AN INTERVIEW

3.1 Login

So, to access the dashboard you will go to your browser either by Google chrome or Microsoft edge etc. and
type the address of the server use e.g., Census server website url:

Z) https://hq305.surveys.spc.int/

Log in to your server using a supervisor account by inserting credentials (Username and Password) given to you
by the Tonga Statistics Department.

= Survey Solutions
Headquarters

bupewisorm

[J Show Password

LOG IN

Once you are successfully logged in, you will it will display tabs of components you’ll be using.

3.2 Selecting interview form to check

Click on the Interviews tab at the top of the screen.

F
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Then, click on the interview key of the interview that you would like to review.

76-47-23-15

To review the interview, the supervisor will need to use several tools.



3.2 Navigate

**The user interface for the interview details matches the Interviewer application. ** To make interview content
clear, the interview details view renders questions and their answers just like the Interviewer application. In that
way, Headquarters and Supervisors users see what Interviewer users do.

To navigate through the questionnaire content, use the the navigation pane with on the left with the list of the
sections and subsections. This looks similar to the Tester/Interviewer applications. The different colors will
indicate completion status of sections similar to the Interviewer application.Click on the “+” sign next to the left
of a section, subsection, or roster to expand the element to navigate directly to an item in that section,
subsection or roster.

= ) .
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Interview Key: 22-91-93-78(Assignment #299) 25 minutes e —
[ver.16] Tonga Census Questionnaire 2021 Interviewer321

CAPI Supervisor32
Completed
3 days ago

Progress:85/60 (D 97%

INDIVIDUAL QUESTIONNAIRE / INDIVIDUAL - 510 KEHE /

Filter Questions Geographical Information 6. Educational (3+)

Household/Institution Information f  ID6.1 Na'e ako ‘a sio kehe'i ha ako'anga kau ai ha ako tokamua?
Has sio kehe ever attended school including pre-school?

-+ Person Roster
s No
— Individual Questionnaire

— Individual - sio kehe
1. Individual Profile (0+)
2. Civil Registration (0-3)
3. Migration (0+)

Reset all filters 4. Health (0+)

5. Functioning (5+)

6. Educational (3+)

7. Literacy (5+)

3.3 Filters

The supervisor can further navigate through the questionnaire by using the filters on the left most pane. The
filters that are available are: With comments, Flagged, No flag, Invalid, Valid, Answered, Not answered, For
supervisor, For interviewer. You can select multiple filters.

The With comments and flagged filters display those questions with comments or flags,

respectively. The invalid filter displays those questions that failed a validation check (e.g., range, consistency
with other responses, etc.). The Answered questions, as the name suggests, are all those that have an answer.
The Unanswered questions are those that do not have an answer. The For supervisor’s filter yields those special
questions that only the supervisor can see and are supposed to answer. The *For interviewer *filter shows all the
questions that the interviewers are supposed to record responses for. This will be the majority of questions.

The number in the parentheses next to each filter indicates how many questions in the interview for which that
filter applies. Clicking on a filter will show a list of the filtered questions on the right for which the filter is true.
For example, if you selected the “Invalid” filter, then you will see all the questions in the interview where there is
an error. Clicking on the question in the right pane will take you to the question of interest. To reset all the filters
and see all the questions in the interview, click on the View all (reset all filters) link below all the filters.
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Interview Key: 22-91-93-78(Assignment #299) 25 minutes
. APPROVE REJECT
[ver.16] Tonga Census Questionnaire 2021 Interviewer321

CAPI Supervisor32
Completed
3 days ago
AAD.ZL LEKODU € lUUanga o € apl.
< Record manually the dwelling location using the map.
Filter Questions 3 items found:

Open the map, select the map corresponding to the CU 1207022 and plot the
dwelling focation on the map

GEOGRAPHICAL INFORMATION

G15. Lomi'i ke lekooti hifo e tu'u'anga e ‘a...
Press to record the location of this hous

ELECTRICITY UETER 2AMP; GPS HH6.3 Faitaa'i e konga ki mu'a e fale.

Please take a photo of the front of the dwelling.
HHB.2 Lekoati e tu'u'anga ‘o e ‘api.
Record manually the dwelling location u

FOLLOW THE RULES BELOW:
Take photo of the front of the dwelling:
HH6.3 Faitaa'i e konga ki mu'a e fale 1. House - take front of house, make sure entrance/door can be seen
' Not answered (3) Please take a photo of the front of the d... 2. Apartments - take entrance to apartment bfock. One photo must be taken for

EVERY apartment in the block.
3. Prison - 1ake the front/entrance.
4. Hotel/More! - take the front/entrance.

Reset all filters
ATTENTION YOU HAVE 2 UNANSWERED QUESTION(s) REMAINING
IN THIS SECTION!

Only continue if you are fine with this.

3.4 Add a flag

The supervisor will have review large amounts of information in each questionnaire. Flags enable the supervisor
to mark a particular question as a place to return later, perhaps when comparing the consistency of an answer in
an early module of the questionnaire with an answer in a much later module of the questionnaire. The supervisor
can see these flagged fields quickly, as explained above, by clicking on the Flagged filter in the left most pane on
the screen.

To add a flag, navigate to the question where you want to leave a flag, moving your cursor to the top left-hand
side of the screen. Then, click on the flag icon. Once a flag has been added, the supervisor can click on
the flagged filter to see the field or fields bearing a flag.

F
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Interview Key: 22-91-93-78(Assignment #299) 25 minutes
[ver.16] Tonga Census Questionnaire 2021 Interviewer321
CAPI Supervisor32
Completed
3 days ago
< i ID6.1 Na'e ako ‘a sio kehe i ha ako'anga kau ai ha ako tokamua?
s + : Has sio kehe ever attended school including pre-school?
Filter Questions 1 item found: Il

* No
INDIVIDUAL QUESTIONNAIRE

INDIVIDUAL - S10 KEHE
v Flagged (1) 6. EDUCATIONAL (3+)

1D6.1 Na'e ako ‘a sio kehe ‘i ha ako'anga
Has sio kehe ever attended school includ



3.5 Add comments

Comments left by the interviewer will appear in pink text. The supervisor can leave a comment for any question
for the interviewer. To leave a comment, click on the gray 3-dots on the top right corner of the question of
interest and then select “Add comment.” A box at the bottom of the question will appear and the supervisor can
then type in a comment for the interviewer in the box. After the supervisor finishes typing the comment, then
he/she can then either press the** *Enter*** key on the keyboard or click on the “Post” button to add the
comment. The supervisor can post multiple comments to any question. After they can be added, comments
cannot be deleted but they can be hidden using the gray 3-dots on the top right corner of the question.

ID1.11 Ko e ha e tu'unga fakamali 'a sio kehe?
What is sio kehe's marital status?

¢ Widowed

The person's wife is still alive

3.6 Approve, Reject
After reviewing the questionnaire, the supervisor should approve or reject the questionnaire based on the quality
of the data collected by the interview.

The supervisor will use the buttons in the top right to approve or reject the interview. To approve, click on the
green Approve button; to reject, the red Reject button.

APPROYE REJECT

Whichever button is selected, a pop up confirmation screen will appear with the opportunity to provide
comments on the questionnaire as a whole.

I;U_] Tonga Census 202 NS Team and Roles Assignments
Interview Key: 22-91-93-78(Assignment #299) >n: 25 minutes AP P ROVE Ppp—
[ver.16] Tonga Census Questionnaire 2021 Re: e [ Interviewera21 .
Mode: CAPI or Supervisoriz
Status: Completed SHOW STATUS HISTORY
uUpdated: 3 days ago OVERVIEW
calendar Event DOWNLOAD INTER
Reject interview |
Pri | n
Filter Questions a |
+ Reject to original responsible |
With comments (1) 1 E
H
Flagged (1) b F_ Commen 't
No flag (87)
—1
Invalid (0)
valia (93)
| ©o/1s00
Reset all filters
——
5. Functionin g (5+) S

At this confirmation screen, click on the blue OK to confirm your approval or rejection. Click on
the CANCEL button to go back to the interview details screen. Make sure you are sure of your decision before
proceeding. There is no way to un-approve or un-reject a questionnaire unless it is rejected by Headquarters.



4. REPORT TAB —TO SEE THE OVERALL PROGRESS OF DATA COLLETION

Reports tab provides six different types of reports: Survey and Statuses, Team Members and

Statuses, Quantity, Speed, Map Report, Survey Statistics. Note that assignments do not have a status, and these
reports only reflect the status of Interview cases. Interview cases only have their status reflected once an interview is
created and completed from an assignment.

4.a Survey and Statuses

First, click on the Reports tab at the top of the screen and select “Surveys and Statuses” from the dropdown
menu.

Reports ¥ Interviews Team g

Surveys and Statuses

Team members and Statuses

Status Duration
Quantity

Speed

Map Report

Survey Statistics

This will yield team-level summary of how many interview cases are in each status, by questionnaire.

F
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Filters Surveys and Statuses
Interviewer (team) The Surveys and Statuses report shows number of interviews in each status for surveys in which this supervisor is involved
QUESTIONNAIRE TITLE
Tonga Census Questionnaire 202° 0 0 1 1 0 0 1 3

Using the filter in the left-hand portion of the screen, you can select this same summary for individual team
members. To do this, click on the drop-down menu below “Team members” and select the member whose
summary you want to see.

F
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Filters Surveys and Statuses
Interviewer (team) The Surveys and Statuses report shows number of interviews in each status for surveys in which this supervisor is involved
Interviewer321 - -
QUESTIONNAIRE TITLE
I
Interviewera21 Tonga Census Questionnaire 2021 0 0 1 0 0 0 0 1
Interviewer322
Interviewer324


https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#survey
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#team
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#team
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#quantity
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#speed
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#Map
https://docs.mysurvey.solutions/supervisor/see-the-overall-progress-of-data-collection/#stat

4.b Team Members and Statuses
First, click on the Reports tab at the top of the screen and select “Team members and Statuses” from the drop-

down menu.
Reports v Interviews Team &

Surveys and Statuses

Team members and Statuses
Status Duration

Quantity

Speed

Map Report

Survey Statistics

e e

This report provides a summary of how many interview cases are in each status, by team member (including the
supervisor).

F
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<

Filters Team Members and Statuses

Questionnaire The Teams and Statuses report shows the number of interviews in each status by interviewer

Tonga Census Question... . . -
¢ Tonga Census Questionnaire 2021, ver. 16

Questionnaire version

TEAM MEMBER
ver. 16

All

interviewers D ¢ L L J o L S
Interviewer321 0 0 1 0 0 0 0 1
Interviewer322 0 0 0 0 0 0 1 1
Interviewer324 0 0 0 1 0 0 0 1

4.c Quantity
The “Quantity” report provides the following reports for each questionnaire template.

Reports v Interviews Team 4§

SUrveys ar

Team members and Statuses

=Y

Status Duration

Quantity
Speed
Map Report

Survey Statistics



Number of completed interviews: Provides the number of completed interviews for the supervisor’s data
collection team. Interviews that have been rejected and then completed are counted as an additional completed
interview.

,:I
@ Tonga Census 2021 ¥ Reports v Interviews Team and Roles Assignments Help Supervisor32 v

Filters Quantity: Number of completed interviews
Interview actions Number of interview completions by interviewer. Rejected and then completed interviews are counted as separate completion events

Number of completed int... . P
i Tonga Census Questionnaire 2021, 16

Questionnaire

Tonga Census Question...

Questionnaire version All teams 0 0 1 2 0 0 0 043 3
16

Interviewer324 0 0 0 1 0 0 0 0.14 1
Over the previous
7 Interviewer322 0 0 1 0 0 0 0 0.14 1
Period unit Interviewer321 0 0 0 1 0 0 0 0.14 1

Days
Download report as XLSX, CSV or TAB

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

Help Supervisor32 v

Filters Quantity: Number of interview transactions by Supervisor
Interview actions Number of approvals and rejections by a supervisor on interviews collected by interviewer

Number of interview tran... . -
Tonga Census Questionnaire 2021, 16

Questionnaire

Tonga Census Question...

Questionnaire version All teams 0 0 0 1 0 0 0 014 1

16
Interviewer324 0 0 0 1 0 0 0 014 1

Over the previous
7 Download report as XLSX, CSV or TAB

To use these report, first select “Quantity” from the Reports menu. Then, select the “Type” of report and the
questionnaire. Select a start date for the report (From). Next, define the time interval- day, week, or month
(Period), and the number of time intervals that you would like to display in the report (Period count). The
maximum period count that can be defined is 9.

Filters

Interview actions

Number of interview tran...

Questionnaire

Tonga Census Question...

Questionnaire version

18

Ower the previous
T

Period unit

Days

Starting from

2021-11-04



4.d Speed
The “Speed” report provides the following reports for each questionnaire:

Reports ¥ Interviews Team 4

Surveys and Statuses

Team members and Statuses

=

Status Duration

Quantity

Speed

Map Report

Survey Statistics

Average interview duration: Provides the average time difference between the first recorded answer on a tablet
and when the complete button is selected.

F
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Filters Speed: Average interview duration
Interview actions Average time that interview was presented on screen of interviewer before completion per interviewer.

Average interview durati... . . -
¢ Tonga Census Questionnaire 2021, 16

Questionnaire

Tonga Census Question...

Questionnaire version All teams - - 4em 4Tm
16

Interviewer321 - - - 26m - - - 26m 26m
Over the previous
7 Interviewer322 - = 46m = = = = 46m 46m

i i 1h
Period unil Interviewer324 . - - 1h 08m . - ~ hosm
08m

Days

Average case assignment duration: Provides the average time difference between survey case assignment to an
interviewer and the moment an interviewer sets the interview case as complete on a tablet.

=
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Filters Speed: Average case assignment duration

Interview actions Average time from when an interview Is assigned to an interviewer to when the complete butfon is pressed on a tablet.

verage case assignme Tonga Census Questionnaire 2021, 16

Questionnaire

Tonga Census Question...

Questionnaire version All teams. - - 52m 1h 23m
16
1h
Interviewer321 - - - 1h 49m - - - 1h 49m 49m
Over the previous -
7 . = =
Interviewer322 - - 52m - - - - 52m 52m
Period unit
. 1h
Days Interviewer324 - - - 1h 09m - - - 1h 09m o9m

Startina from

To use these reports, first select “Speed” from the Reports menu. Then, select the “Type” of report and the
questionnaire. Select a start date for the report (From). Next, define the time interval- day, week, or month
(Period), and the number of time intervals that you would like to display in the report (Period count). The
maximum period count that can be defined is 9.



Filters

Interview actions

Average case assignme...

Questionnaire

Tonga Census Question...

Questionnaire version

186

Over the previous

7

Period unit

Days

Starting from

2021-11-04

4.e Map Report

Reports v Interviews Team Filters

Questionnaire

Surveys and Statuses

Tonga Census Question...

Team members and Statuses Questionnaire version
wer. 16

Status Duration
Variables

Quantity b buildingGP S

Speed

Map Report

. . RELOAD MARKERS
Survey Statistics

-4
First, click on the Reports tab at the top of the screen  Then, select the questionnaire and the GPS question
and select “Map Report” from the dropdown menu. that you want to render on the map.

Map atellite ®
/

- . P9 £a:a
. - SV > &;’ 4 & ¢ - e U 1 CNED AN v N S0 § T o e

The map will appear and you have 2 view options, is to view by map or satellite view. The location of dwellings
are the bubbles



4.f Survey Statistics

The Survey Statistics report allows the creation of tabulation reports (frequency tabulation of categorical
variables) with conditioning on values of other variables.

First, click on the Reports tab at the top of the screen and select “Survey Statistics” from the drop down menu.

Reports ¥ Interviews Team

Surveys and Statuses

Team members and Statuses

Status Duration
Quantity

Speed

Map Report

Survey Statistics

Use the filters on the left-hand side to define the questionnaire, question, and the condition question (if
applicable).

Filters

Questionnaire

Tonga Census Questio...

Questionnaire version

ver. 16

Status

Question

[have_electric_meter] ...

Condition Question

F
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Filters Survey Statistics

Questionnaire The report presents basic statistics, one way and two way tables calculated on survey data

Tonga Census Questio... . . -
¢ Tonga Census Questionnaire 2021, ver. 16

uestionnaire version
a Question

ver. 16 ELECTRICITY METER & GPS
Question Label: have electric meter
Status Question text: HHE. 1 "Oku ‘i ai ha mita ‘uhila ‘o e “api ni? Does

this household have its own electricity meter?

Question

[have_electric_meter] ...

All interviewers 2 1 3
Condition Question

Interviewer321 0 1 1

Interviewer322 1 0 1

Interviewer324 1 0 1



5. BROWSING THE COMPLETED INTERVIEW

5.1-Step 1

Go to the Interviews tab

=
@ Tonga Census 2021 ¥ Reports v Interviews Team and Roles Assignments

Filters Interviews (2)

Questionnaire

Questionnaire version

Status
46-22-93-20
Responsible
. 22-91-93-78
Assignment

5.2-Step 2

Island: Tongatapu, District: 12-Kol ‘a, Village: 1204-Hofoa
Census unit: 1204011, Household_Type: Private household,
Household / Institution Number: 20, Household_Status: Occupied
(Nofo'i)

Island: Te . District: 12-Kol ‘a, Village: 1201-
Kolomotu'a, Census unit: 1201022, Household_Type: Private
household, Household / Institution Number: 5, Household_Status.
Occupied (Nofo'i)

From the filter on the left side of the screen, select Completed

=
@ Tonga Census 2021 * Reports v Interviews Team and Roles Assignments

Filters

Questionnaire

Questionnaire version

Status
Kolomotu'a, Village: 1201-
Completed Kolomotu'a, Census ur
1201022, Household Type:
Responsible 22-91-93-78 Private household, Household TR
/ Institution Number: 8,
Household_Status: Occupied
(Nofo'i)
Assignment

Interviews (1)

Identifying Questions

Island: Tongatapu, District: 12-

UPDATED ON

Interviewer324 Nov 01,

Interviewer321 Nov 01,

UPDATED ON

Nov 01, 2021 07:06

2021 16:55

2021 07:06

3

2

3

CAPI

Help Supervisor32 v

Showing 1 to 2 of 2 entries

Rejected

CAPI by No 302
Supervisor

CAPI Completed No 299

Help Supervisor32 v

W

Showing 1 to 1 of 1 entries (filtered from 2 total entries)

Completed No 299
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5.3-Step 3

Click on the Interview Key for the interview that you would like to browse.

Reports * Interviews Team and Ro

Filters Interviews (1)

on

Showing 1 to 1 of 1 entries (filtered from 2 total entries)

CQuestionnaire

Jentifying Questions UPDATED ON
Questionnaire version
Status Isiand Tongatapy, CVsirict 12-
Kolomotu'a, Vil .
Completed Kolomotu'a, ©
1201022, Housenoid_Type
Fesnonsible 22.61-93-78 Private hogeemon Freenoi Interviewera2 1 How 01, 2021 07:06 o 3 caP Compieted Mo 299
7 Instit jumber: 8,
HOoUSE Status: Dﬂﬂﬂp’!ﬂ
(Nofa'i)
Assignment

Now you can see all the answers given by the respondents—the answers marked in red are invalid according to the validation rules.
5.4-Step 4
If the interview should be approved, click on the Approve button. To return it to the interviewer, click on the Reject button.

Help Supervisor32 v

Interview Key: 22-91-93-78(Assignment #299) 25 minutes Completed sH R
5 5 APPROVE REJECT
[ver.16] Tonga Census Questionnaire 2021 Interviewer321 3 days ago

CAPI Supervisor32

. - DIVIDU, UESTIONNAIRE / INDIVIDUAL - SI0 KEHE /
1. Individual Profile (0+) HOVIBEAL QUESTICUNAIRE LANTIVIDUA i

Filter Questions 6. Educational (3+)
2. Civil Registration (0-3)

1D6.1 Na'e ako ‘a sio kehe 'i ha ako'anga kau ai ha ako tokamua?
3. Migration (0+) Has sio kehe ever attended school including pre-school?

4. Health (04) i No
5. Functioning (5+)
6. Educational (3+)

7. Literacy (5+)
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6. FIND AN INTERVIEW

Use filters to narrow down your search— by survey status, and by team member.

Keep in mind that after an interview has been approved by a supervisor and is sent to the headquarters users,
the supervisor no longer sees the interview on the dashboard.

Click on the Interviews tab at the top of the screen:

6.a By survey status

=
@ Tonga Census 2021 ¥ Reports v Interviews Teamand Roles  Assignments

Filters

Questionnaire
Questionnaire version

Status

Completed

L]

Completed

22-91-93-78

Interviewer assigned
Rejected by Headquarters
Rejected by Supervisor

Supervisor assigned

Interviews (1)

Identifying Questions

Island: Tongatapu, District: 12-
Kolomotu'a, Village: 1201-
Kolomotu'a, Census unit
1201022, Household_Type.
Private household, Household
/ Institution Number: 5
Household_Status: Occupied
(Nofo'l)

To filter by status, click on the drop-down menu below Status and select the status of interest.

Interviewer321

Help Supervisor32 v

0

Showing 1to 1 of 1 entries (filtered from 2 total entries)

UPDATED ON

Nov 01, 2021 07:06 0 3 CAPI Completed ~ No 299

This will return the survey assignments that are in a given status. Of particular interest may be assignments
whose status is Completed. The Completed cases need to be reviewed and approved or rejected by the

supervisor.

F
@ Tonga Census 2021 v Reports v Interviews Teamand Roles Assignments

Help Supervisor32 v

Filters

Questionnaire

Questionnaire version

Status

Completed

22-91-93-78

Responsible

Assignment

Interview Mode

Interviews (1)

Identifying Questions

Island: Tongatapu, District: 12-
Kelomotu'a, Village: 1201-
Kolomotu'a, Gensus unit
1201022, Household_Type:
Private household, Household
/Institution Number: §,
Househeid_Status: Occupied
(Nofo'i)

nterviewera21

Ul

Showing 1 to 1 of 1 entries (filtered from 2 total entries)

UPDATED ON

Nov 01, 2021 07:06 0 3  CAARl Completed ~ No 299
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6.b By assigned team member
To filter by the team member responsible, click on the drop-down menu below Responsible and select the team
member whose assignments you want to see.

=
@ Tonga Census 2021 ¥ Reports v Interviews Team and Roles Assignments Help Supervisor32 v

Filters Interviews (2) o

Questionnaire
Showing 1 to 2 of 2 entries

. Identifying Questions UPDATED ON
Questionnaire version
Status Island: Tongatapu, District: 12-
Kolomotu'a, Village: 1204-
Hofea, Census unit: 1204011
Household_Type: Private Rejected
-22-93- ~ Interviewer324 N : 1 2 CAPl by N 302
Responsibl 46-22-93-20 s A—— nierviewer. Nov 01, 2021 16:55 S:\ e o
Insiitution Number: 20, >
Household_Status: Occupied
[N "
Interviewer321 Island: Tongatapu, District: 12-
Kolomotu'a, Village: 1201-
Interviewer322 Kolomotu'a, Census unit:
1201022, Househoid_Type o .
Interviewer323 22-91-93-78 Private household. Househorg | |MEMVEWEr321 — Nov 01, 2021 07:06 0 3 CAPl Completed  No 299
/ Institution Number: 5,
Interviewer324 !
Household_Status: Occupied
Interviewer325 (Nofo'))

This will yield a list of all the assignments for that team member. The supervisor is also one team member that
can be selected. Selecting the supervisor's questions so will provide a list of all those assignments that have
been sent to the supervisor by headquarters but not allocated to any other team members.
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