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1. INTRODUCTION 

This document contains all essential information for those who are using the tablets for this Census data collection to 

guide them in how the data collection system works, rules to follow, how to handle technical problems and whom to 

seek assistance. Also, gives instructions for interviewers on using the interviewer application to carry out the interview, 

sending form and to make corrections. Most the contents in this document are of the Survey Solutions platform of the 

World Bank, whom invented this software and specifically for Census and Survey data collection. 

 

Tonga statistics department has moved its data collection from PAPI (Pen-And-Paper-Interviewing) to CAPI (Computer-

Assisted-Personal-Interviewing) by using tablet for its data collection since the 2016 Population Census, this will be the 

second census collection using CAPI. 

COMPUTER ASSITED PERSONAL INTERVIEWING (CAPI) 

In this method of data collection, the data entry is keyed in during the interview and the questionnaire is stored 

electronically in the tablet for us. Data coding and editing filtering, skips and validation are incorporated as quality 

control of data input. Therefore, the data processing phase does not wait until data collection is done but run together 

with the it. 

There are three components (levels) of processes involved in the use of tablets. They are: 

a. Interviewer application 

b. Supervisor Interface 

c. Headquarters 

The following diagram shows the processes within these three components.  You as interviewer captures 

information from the households and you have assigned Supervisors whom you will submit completed questionnaires to.  

The Supervisors will check on your questionnaire and he/she will approve or reject the questionnaire depending on if the 

questionnaire have been fully completed or has errors.  Any rejection will come back to the interviewers for rechecking 

and correction.  

The same process happens between the Supervisor and the Headquarters.  When the supervisor approves a 

questionnaire from the interviewer, this is then transferred to the headquarters that does the final check on the 

questionnaire and will approve or reject based on his/her check.  Any rejection will go back to the Supervisor who will try 

and rectify the errors (problem) and can refer it down to the interviewer if necessary.  Then this follows the same process 

as explained in the previous paragraph. 
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2. TABLET USAGE POLICY 

2.1 OBJECTIVE 
This policy sets the guidelines for the proper usage of Tonga Statistics Department's (TSD) Census 2021 owned and 
issued tablets; also sets out TSD's position on the proper use of its tablets: 

• The use of tablets is to be consistent with TSD business operations and the organizational objectives. 

• Improper use of the TSD tablets (which includes its accessories) will be addressed in accordance with 
the conditions stated in this policy. 

2.2 PRINCIPLES 
The purpose of this policy is to provide clear guidance on the issuing and use of TSD owned tablets. 

• To ensure that Staff and Enumerators understand their obligations in accepting and using TSD provided tablets. 

• To ensure a consistent policy-based approach for TSD owned tablets is applicable across the organization and 
for those out on the field. 

• To state that Tonga Statistics Department staff and Census 2021 employed enumerators are accountable 
for their use of TSD owned tablets. 

• To confirm that use of tablet computing devices must be in accordance with this tablets usage policy. 

2.3 Conditions of Use for tablets 

a. Tablets will be issued as a “Census 2021 tool of trade” to TSD staff and Census 2021 enumerators whose 
responsibilities are considered and approved by the Government Statistician to require access to a tablet. 

b. At all times the TSD issued tablet shall remain the property of the Tonga Statistics Department 

and is subject to this tablet usage policy. 

c. The TSD reserves the right to require the return of a tablet at any time for any reason. If the return of a 
tablet is requested it must be returned within 24 hours of the request being made. 

d. Staff and Enumerators issued with a tablet are expected to understand the conditions of use, exercise the 
same care, security and careful use of the tablet as if it were their own property. 

e. Tablets must not be left unattended at any time. 

f. Issued tablet must never be checked-in as baggage on an aircraft/vessel and must always be taken on board 
as hand luggage. 

g. Malfunctions or any other technical problems with tablets should be reported immediately by the user to 
their supervisor who will report to theirs until the reporting chain reaches the TSD Census 2021 Data 
Processing unit so that steps can be taken to have the problem rectified by an approved technician as quickly 
as possible. 

h. All users and their connecting supervisors must ensure that the reported tablet malfunctions or any other 
technical problems reach the TSD Census 2021 Data Processing unit 

i. Under no circumstances is the user of a tablet to organize repairs to a tablet directly with the manufacturer 
or an outside party. All problems are to be reported to SD Census 2021 Data Processing unit. 

j. Lending a tablet to any third party is strictly prohibited. 

k. Careless and negligent loss, damage or misuse of a tablet, or any other associated peripheral will result in the 
Tonga Statistics Department taking cost recovery and/or disciplinary action such as a fine with $700 pa’anga 
equivalent to tablet cost. 

l. Tablets issued will come complete with a sim card, and unless approved from the TSD Census 2021 Data 
Processing unit, must never be removed from the tablets. 

m. Tablets issued will come with an all-in-one package of 5GB Internet data, 9000 seconds call, 150 txt monthly 
plan. The specific amount of data assigned to a tablet will be advised at the time the tablet is issued and 
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ensured to be enough for the Census 2021 work. Where data use exceeds the assigned data per month the 
user shall be liable for the cost of the additional data. 

n. Internet connection is required most times for the tablet to receive updates, send and received survey 
forms, barring issues connected to weak signal at location, and user is required to make sure that the 
tablet is connected. 

o. Specific tablet software applications (Apps) will be installed prior to provisioning to peripheral will 
business functionality levels and a consistent tablet fleet capability. 

p. Some configuration and security restrictions will be in place to facilitate tablet device fleet 
management, ensure TSD systems integrity and protect the end user. 

q. Apps might need to be updated and refreshed from time-to-time to ensure the most appropriate apps are 
installed, up to date and running properly to meet the business functionality requirements. Users will be 
advised this should it be necessary. 

r. All users are not permitted to add their personal email accounts to a tablet, nor use the tablet for 

non-related business matters. Information entered on any TSD tablet, or recorded on any TSD 

office computer or storage system, becomes the property of the Tonga Statistics Department. 

This includes information of a personal kind. TSD reserves the right to access any TSD owned 

device, for any purpose, even if a person has recorded personal information on it. TSD may 

choose to copy or delete personal messages. It also reserves the right to disclose personal 

messages for the purpose of addressing suspected violations of this policy or any legislative 

requirements. 

2.4 CONSEQUENCES 
This policy represents the formal policy and expected standards of the Tonga Statistics Department. Unless 
appropriate approvals are obtained, usage outside from the policy may invoke disciplinary action to be taken as 
per the TSD or Government of Tonga processes. 

2.5 ROLES AND RESPONSIBILITIES 
The Government Statistician (GS) is required to: 

• Ensure as far as practicable, that all Census 2021 users are aware of this “Tablet Usage Policy” document. 
• Exercise or delegate responsibilities by addressing breaches and non-compliance. 
• Approve tablet users for the Census 2021. 

All Census 2021 tablet users are: 

• Responsible for the proper use of the TSD’s tablets and are expected to familiarize themselves with 
the responsibilities associated with the tablets (and their accessories) 

• Required to ensure that tablets under their control are protected from theft, damage, loss, 
unauthorized access and any other form of abuse or improper use. 

2.6 REFERENCES TO RELATED DOCUMENTS 
• Tablet Conditions of Use Agreement (Attachment) 

3. IMPORTANT NOTICES 

1) The new battery will be in its best condition after being fully charged 2-3 times. 

2) Regularly check that the DATE TIME of the tablet is always correct and mainly before you begin your day. 

3) You should turn your Internet to download and send forms when synchronizing the interviewer application or 

running an update to save data 

4) You must enable Location to be able to record GPS 

MUST DO: 
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➢ Ensure that your tablet is fully charged and that it has enough battery for daily interview 

➢ Synchronize your application before you start enumeration each day and when you have completed. Note: do 

not synchronize your work if you realize you have bad network. Try to get good connection first. 

4. TABLET OVERVIEW 

 

To start your tablet, press and hold Power button for 2 seconds to turn on/off. And press to sleep/wake up.  

Your Home Screen 

 

Wi-Fi Signal: As the Wi-Fi signal strength 
decreases, the blue bands will change to grey. 

 

Battery Level: The white battery level indicator will 
decrease and change to red as the battery is drained. 

 

Location: Tap to enable recording of GPS 
locations. 

 

All Apps: Tap to view all apps. 

 

MDM – For tablet configuration and 
troubleshooting and only for data processing 
unit or support officer to use.  

Back: Go back to the previous screen. 

 

Phone - To contact your supervisor, team 
members or the office 

 

Recent apps: Open a list of recent apps. Tap an app to 
open or swipe left/right to remove the thumbnail 

 

Message - To contact your supervisor, team 
members or the office 

 

Home: Go back to the home screen. Hold and slide up 
to open Google Now 

 

Interviewer - the application that we’ll use for 
data collection 

 

Increase Volume 

 

Google – For supervisors and headquarters to 
check their team’s work. 

 

Decrease Volume 
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Icons on your home screen you can adjust, enable to use and disable not to. Only a few applications and features are 

enabled on the tablets which are relevant to the data collection. 

Users will be unable to install any software, listen to music, watch video etc. so that the device is used purposely for the 

census data collection 

5. INTERVIEWER APPLICATION 

 

The application that we’ll be using for carrying out the interview to collect data for the 2021 POPULATION CENSUS 
is the Interviewer. You will find it on your tablet screen with the logo below 

Getting Started and Completing an Interview 

The following sections will give you all the information you need to know about using the Interviewer application. 

5.1 Logging in 

You can log in using the username and password that you received from your supervisor.  Note that this password will be 
temporary which you will have to change once you are able to sign in for the very first time. 

Tap on the eye icon to see your password to make sure you have entered it in correctly. 

First time you open your Interviewer, a login interface will appear, with 3 credentials to complete (Endpoint, Username and 

Password). 

The synchronization endpoint will be the same for all, and it’s the web address or URL for the given Population Census. 

Type in your credential then hit Sign In 

  

Once you are successfully logged in the first time. You will be asked to change your password shown on the picture on 

the side. This is for security purpose so only the user will know of the password.  

Current password is the temporary password given by TSD. And the New password is the new password you’ll have to 

create. 

The new password should be utilized from this moment on by this interviewer for all logins (online to the server and 
offline to the tablet’s Interviewer app). Make sure password is memorized. 

5.2 Synchronize 
You should synchronize your tablet as often as your supervisor has instructed you to. 
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Synchronization requires internet access. To 
synchronize, press the “Synchronize” button at 
the top right corner of the toolbar. The results 
of the synchronization will be displayed: how 
many new assignments were received; how 
many were received as rejected and so on.  

You are also need to synchronize the maps to be use. First you click on the 3 dots on the top right of your dashboard. 

Then the maps and synchronize. Message will appear if download is successful. 

 

 

5.3 The dashboard 
The dashboard contains the list of sampling units that you need to visit. When you approach one of the listed sampling units, 
select the corresponding entry to start the interview.  

 

5.4 Navigating through the interview 
Use the button on the upper left side of the screen to get access to the list of all the sections of the questionnaire. 
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Click on the name of the section to quickly move there.  

5.5 Validation 
After you have answered the question, the frame around it can turn red. If the color does not change, then the answer to the 
question probably doesn’t contain any errors. If it is red, the answer is not the expected one. An accompanying error message 
may give you more information about what went wrong. 

 

5.6 Your progress 
 Survey Solutions uses a simple scheme for communicating to interviewers the status of each section. Green indicates that a 
section is complete—that is, that all questions have been answered and none have invalid answers. Blue denotes 
incomplete—that is, that some questions are unanswered. Red indicates that one or more questions in the answer have an 
invalid answer—that is, an answer that violates the validation condition.  
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5.7 Adding comments 
Tap and hold your finger on the text of the question to enable the comment field. 

  
Comments can be used to provide further explanation to respondent’s answers that can be shared with your supervisor. 

 

Comments can also be left for you by your supervisor. These will likely be questions about the answers you have recorded. 

While a summary may be included in the comments on the whole questionnaire, the actual comments for each question will 
appear next to commented questions. To find the comments, simply tap on the red question link on the survey case cover 
page to be directed to the question and comment. 
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5.8 Completing the interview 
To complete the interview, click on the button on the top left of the screen and click on the Complete button at the bottom of 
the menu. You will see a summary screen. The number next to the Unanswered  button indicates how many questions have 
been left unanswered. Similarly, the Errors button provides the number of questions with invalid answers. You can write in 
the Note for supervisor field any comments or observations that you would like to share with your supervisor. When you are 
sure that the interview is completed, press Complete to finish it and return to the Dashboard, where you will be able to select 
another household and start a new interview. 

Data will not be available for your supervisors until you synchronize your tablet. As soon as an internet connection is 
available, you are advised to synchronize your 
tablet. 

 

6. Password reset and Login rules 

FORGETTING PASSWORD 

1. Interviewer realizes he has forgotten the password and can’t login to the application. 

2. Interviewer contacts the supervisor and asks to assign a new password.  
3. Supervisor make changes and give interviewer the temporary password.  

If the password was entered incorrectly, the interviewer will receive the message “AUTHENTICATION PROBLEM ON THE 
REMOTE SERVER. PLEASE CONTACT YOUR SUPERVISOR”. 
If repetitive correct entries of the temporary password are denied, then it may be the case that: 

• there is a problem with the internet connectivity, which prevents reaching the server from the tablet for verification 
of the temporary password, or 

• the account is being abused by someone who became aware of the temporary password, has already used it to log in 
and has changed it to something else.  

Note: If for any reason an interviewer’s password is changed while he is logged in, he will not be able to synchronize: once he 
tries to synchronize a message will pop up requesting him to enter the new password (password is validated for every 
synchronization session even if the interviewer has already logged in to the Interviewer app) 
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LOGIN RULES 

• Do not write your password on a sticker attached to your device or in another obvious place. 
• Do not let any other person know your password. 
• Do not rely on another person to communicate the password to you unless this is an established procedure (in other 

words it is normal that the headquarters users set a password for the interviewers, but it must be communicated 
directly to the interviewer, not through another interviewer). 

• Logout (sign out) after you finish your work. 
• If you believe your password became known to another person, take immediate action - let the supervisors know that 

the password is compromised, request for a new password to be assigned to you. 
• If you’ve forgotten your password, contact your supervisor (or headquarters user) and request for a new password to 

be assigned to you. Your old password cannot be recovered even by these users. 
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7. QUESTION TYPE USED & ANSWERING THE QUESTION 

The Interviewer application allows several different types of questions: numeric, text, single-select categorical, multi-select 

categorical, list, date, GPS, barcode, and picture. As an interviewer, you must know how to answer each of them. To help you 

with that text, each question type is briefly explained below with visual aids and only the types use in our Census 

questionnaire. 

Numeric Question 

Questions that take a numeric response have a field for an open numeric answer. When that field is tapped, the numeric 
keyboard appears so that the interviewer can compose an appropriate numerical response. 

 

Text Question 

Text questions have a field for an open text response contains alphanumeric characters (A-Z, a-z, 0-9), basic 
punctuation, symbols, and spaces. When that field is tapped, the text keyboard appears so that the interviewer can compose 
an appropriate text response. 

 

Once the enumerator enters the answer the text is shown in the answer field. 

https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#numeric
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#text
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#single
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#multi
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#multi
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#list
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#date
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#gps
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#barcode
https://docs.mysurvey.solutions/interviewer/app/answering-all-question-types/#picture
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Categorical: Single-Select Question 

Single-select categorical questions have answer options with radio buttons.  It expects one answer to be selected from a list of 

possible answers (categories). The list is pre-defined as possible options for the respondent answer. To answer this type of 

question, the interviewer taps the radio button associated with the most appropriate answer. 

  

Categorical: Multi-Select Question 

Multi-select categorical questions by default have answer options with check boxes. It expects more than one answer to be 

selected from a list of possible answers (categories). This list are pre-defined as possible options for the respondent 

answer. To answer this type of question, the interviewer taps in all appropriate check boxes. Selected answers will show a 

check in the box. 

 

Categorical: Multi-Select in Yes/No Mode Question 
Multi-select categorical questions in yes/no mode have two radio buttons for each item–one that denotes “yes” and another 
that denotes “no”. To answer this type of question, the interviewer taps the radio button associated with the most 
appropriate answer for each item.  
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Categorical: Cascading Selection Question 

When unanswered, cascading selections look similar to text or numeric questions. Each question has a field where an answer 

can be composed. However, to answer these questions, the enumerator first taps in the field and then selects the most 

appropriate categorical answer from a drop-down menu. Selecting an answer option can be done either through tapping an 

option directly or through typing to narrow down answer options and then select the most appropriate. 

 

List Question 

A list question expects an open list of answers. Each answer can contain alphanumeric characters (A-Z, a-z,0-9) and basic 

punctuation symbols. By default, the enumerator can add up to 40 items;  

Tap on the empty text box and use the keyboard to input an answer. Additional, elements can be added to the list until the 
maximum allowable number of items is reached. 

To answer the question the enumerator has to: 

 Tap on the text box. 
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1. An empty row will display and the keyboard automatically shows alpha characters. The enumerator can navigate 

through the keyboard to select the numeric characters, basic punctuation symbols and the space. 

  
2. Once the enumerator finishes listing the answers, the answer box will display the complete list. 

 
To delete elements from the list, click on the X mark. However, be careful: doing so may result in deleting data, if the elements 
of a list question are linked to a roster (e.g., names of household members, each of which has their own row in the household 
demographics roster). 

GPS Question 

A GPS question expects a set of geographic coordinates (latitude, longitude, accuracy, altitude), which identify the location of 

the tablet. This type of question can be answered using a GPS-enabled tablet. 
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First, tap on the textbox. This will open a window informing you that the tablet is searching for the GPS location. Closing this 
window will stop the tablet from searching for GPS. 

 

 
Then, the tablet automatically records the GPS coordinates. 
The GPS location is displayed immediately below the 
question text, showing the longitude, latitude, accuracy, and 
altitude. 

If GPS reading is not accurate enough, you may tap on the record 
GPS textbox again. Doing so will replace the old GPS reading with 
the new GPS reading. You can continue in this fashion until you 
obtain and adequately precise GPS reading. 

Picture Question 

The Picture question captures binary files.  This question type is used to take a photo of any object (e.g. national id cards or 
other objects for a survey collecting prices) and person (e.g. pictures of interviewees like employees or household members). 

First, tap on the take a photo textbox. Then, point the tablet’s camera to compose your picture, pressing the camera icon on 
screen to take the picture. 

To answer a picture question an enumerator must: 

1. Tap on the text box for a camera to display. 

 
2. The image below will appear, Select “Take photo” to take the picture.

 
3. Focus the camera on the object and take the photo by clicking on the icon, which appears at the bottom of the tablet. 
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4. Save or delete the photo taken. 

You can zoom on the picture to check the photo more closely. After taking the picture and saving it, you can remove it by 
clicking on the text box to retake the photo. 

 
You can redo taking the photo by pressing the X and tap to retake. 

8. MOVING AROUND THE QUESTIONNAIRE 
Overall 

Interviewers should strictly follow the survey protocol for administering a questionnaire (e.g. asking earlier questions before 
later questions, completing earlier modules before later modules), but may occasionally need to move around the 
questionnaire for good reasons (e.g. review their work, move between rows of the roster if the respondent corrects an earlier 
answer, administer an independent module when the key respondent for that module is present). 

The interviewer can move around questionnaires in several ways. 
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Within a section 

Swiping up and down moves within a single group of questions (e.g., a module). 

 

Between sections at different hierarchical levels 

Within any given module, the interviewer may use breadcrumbs, represented as links at the top of the screen, to move 
between different groups of questions and sub-sections of the module. Like the breadcrumbs in the fable of Hansel and 
Gretel, these pieces of the interface are meant to help the interviewer find their path back to where they were in the 
interview (e.g., moving out of a sub-section and into the main module). 

 

To see this, consider the image on the left.  

The interviewer is currently in a group of questions about 
the Ka (Car) (the title shown at the top of the section).  

That group of questions falls within HOUSEHOLD ASSETS – 
NGAAHI KOLOA ‘O E ‘API (the next breadcrumb), which itself 
falls inside the HOUSEHOLD QUESTIONNAIRE module.  

If the interviewer wanted to move from the Ka (Car) section to 
the HOUSEHOLD ASSETS – NGAAHI KOLOA ‘O E ‘API section, 
they could just simply click on HOUSEHOLD ASSETS – NGAAHI 
KOLOA ‘O E ‘API breadcrumb.  

If the interviewer wanted to move to the main part of 
the HOUSEHOLD QUESTIONNAIRE module from either 
the HOUSEHOLD ASSETS – NGAAHI KOLOA ‘O E ‘API or the Ka 
(Car) sections, they would only have to tap on the HOUSEHOLD 
QUESTIONNAIRE breadcrumb. 

Between sections 

The interviewer may move from one section to the next by using the always-available navigation pane, represented by three 
horizontal lines that, when pressed, expands into an interactive table of contents of the questionnaire. 
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9. SYNCHRONIZATION 

To get the questionnaire for the first time 

The first time you login to the interviewer application, Questionnaire form are not on dashboard yet. So, you’ll have to (1) 
synchronize to get the questionnaire. But ensure that your (2) internet is enabled for the syncing to work. 

 

 

You will get the questionnaire on your interface when the synchronization is successful. 

  

Sending completed interviews and receiving new ones 

The synchronization button is how the interviewer initiates an information exchange between their tablet and their 
supervisor’s laptop. Synchronization performs two tasks. First, it automatically pushes any completed assignment to the 
supervisor for review. Second, it automatically pulls all new assignments and data collection instruments onto the 
interviewer’s tablet. After synchronization is complete, the number of new assignments received, number of completed 
interviews sent, and so on are clearly displayed. 
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10. QUALITY CONTROL & MARKING INTERVIEWS AS COMPLETE 

Checking whether all questions have been answered 
Quality control starts with the interviewer. The interviewer should thus do everything within their power to ensure that all 
questions are answered. 

The interviewer application offers three ways to do this. The first is the classic method that one might use with a paper 
questionnaire. The interviewer simply flips the questionnaire looking for unanswered questions or answers that have 
triggered red error messages. 

The second, which concerns completeness, is to use the navigation panel as a gauge of whether any questions still need to be 
answered. Each element in the navigation panel is color-coded.  Green indicates that a section is complete—that is, that all 
questions have been answered and none have invalid answers. Blue denotes incomplete—that is, that some questions are 
unanswered. Red indicates that one or more questions in the answer have an invalid answer—that is, an answer that violates 
the validation condition. 

 

The third method is to navigate to the module on the navigation pane named Complete. Once on that screen, the number of 
unanswered and invalid questions are displayed. The interviewer can identify the unanswered questions by opening the 
navigation pane (as described above), and navigate to errors flagged by pressing on each one on the Complete screen. 
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Checking that all answers are valid 
In addition to confirming that a questionnaire is completely answered, the interviewer must also make sure that all answers 
make sense. There are two complementary ways of doing this. 

While completing the questionnaire, the interviewer will see error messages whenever the answers provided are invalid. An 
invalid answer may be one that is outside of some expected range (e.g., age should be between 0 and 100) or one that 
conflicts with an answer provided elsewhere (e.g., age conflicts with date of birth). The interviewer should, to the extent 
possible, correct any errors as soon as they arise. 

After completing the questionnaire, the interviewer should check that no errors have escaped his/her attention. To do this, 
the interviewer can follow the same protocol as in the third method above for confirming that all questions have been 
answered. 

Marking an interview as complete 
An interview is not automatically complete once all of the answers have been answered. To mark a questionnaire as 
complete, the interviewer must use the navigation pane to navigate to the module named Complete. Once on that screen, the 
interviewer then needs to click on the Complete button. This will mark the questionnaire as complete and be reflected in the 
status of that assignment on the interviewer’s Dashboard. 
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11. INTERVIEWER DASHBOARD: MANAGING THE WORKLOAD 

Overview of the Interviewer Dashboard 

The Interviewer dashboard offers an overview of the interviewer’s assignments and the state of completion they are in. The 

tabs displayed at the top of the dashboard sorts interviews by their status. 

Navigation between tabs 

To navigate between the different tabs, the interviewer can either tap on the tab at the top bar or swipe left or right. To help 

interviewers differentiate between the different tabs, the color of the dashboard will change based on which tab the 

interviewer is currently in. The interface will be grey for the Create New tab, blue for the **Started **tab, green for 

the Completed tab, and red for the Rejected tab. 

Information for Assignments 

The card for each assignment will have a number at the top. This number will correspond to the assignment number that 

Headquarters and Supervisors user will also use to identify the assignment. Next to the assignment number will be the 

number of interviews that remains to be completed by the interviewer. This number will decrease as the interviewer 

completes more interviews. 

Additionally, each card will be the identifying information for each assignment or interview. The first three identifying 

variables will be shown on the card for each assignment or interview. If there are more than three identifying variables for the 

assignment, the rest will be hidden. To reveal the other identifying information, tap once on the assignment’s card.  

 

Interview statuses 

There are four possible statuses on the Dashboard: 

• Create New: This tab will list all the assignments that an interviewer has. Interviewers can create new interviews for 

their assignments. To start a new interview, interviewers will tap on the blue Start button on the assignment. If all the 

required interviews for an assignment have already been created, then the Start will be grayed out. The dashboard 

will be grey while in this tab. 
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• Started: This tab lists the interviews that have been started but not yet completed. To open an incomplete interview, 

simply tap once on the card for interview of interest to expand the card and then tap the ***Open ***button. The 

dashboard will be blue while in this tab. 

  

• Completed: This tab contains the interviews that the interviewer has marked as completed. Interviews in the 

Completed tab will be sent to the server when the interviewer synchronizes. To open a completed interview, simply 

tap once on the card for interview of interest to expand the card and then tap the ***Open ***button. The 

dashboard will be green while in this tab. 

  

• Rejected: This tab contains the rejected interviews that the supervisor has reviewed, found problems, and returned it 

to the interviewer for correction. To open a completed interview, simply tap once on the card for interview of interest 
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to expand the card and then tap the ***Open ***button. The dashboard will be red while in this tab. 

  

How to create a new interview 

Step 1 

Under the Create New tab, find the card for the assignment of interest. Use the identifying information to find the 

appropriate assignment. Tap on the card to see all the identifying information. This will also reveal the Start. Tap on the 

blue Start button for the assignment to create a new interview. 

   

If the questionnaire is large, a load screen may appear before the questionnaire cover page appears. 

Step 2 

Use all IDENTIFYING INFORMATION info on your MAP or LISTING of your CU to fill the GEOGRAPHICAL INFORMATION SECTION 

before starting your interview. 

How to exit an interview 

Tap on the menu button on the top right and select *Dashboard. * 

 
You will be directed back to the dashboard. The incomplete interview can now be found under the Started tab, and you can 
select any other assignment.  
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How to resume an interview 

Navigate to the Started tab on the Dashboard. Find the interview that you would like to resume and tap on its card to reveal 
all the identifying information. Then, tap on the blue Open button to resume the interview. The Interviewer application will 
open to the first section in the questionnaire. However, all your previous work will be present. 
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12. MAP DASHBOARD 

Survey Solutions map dashboard is an alternative representation of the regular dashboard where markers on the map indicate 
location of respondents. An interviewer switches to this view by pressing the map icon located in the toolbar next to the 
synchronization icon on the main dashboard. It should aid the interviewer in keeping track of the location on individual 
households in the CU and the status of each questionnaire. 

Several maps both online and offline are offered for the Interviewer application, and more offline maps can be uploaded by 
the headquarters users using the same procedure as the maps are assigned to be used in the geography-type question. 
Because the offline maps take up a considerable amount of storage space on the tablet, only the application offline block map 
will be assigned to the interviewer. The maps should display the CU area the interviewer is required to enumerate. 

The interviewer may select the map that is appropriate for the enumeration area that she is working from a list of available 
maps. Note that the offline map on the map dashboard should display similar extend to what is displayed in the given paper 
map. 

The map dashboard indicates location based on the value of a single GPS-location question in the cover page identifying.  

 

1. Menu to apply filter by 
questionnaire and select what to 
plot: assignments, interviews, or 
both. When a questionnaire is 
selected all versions of this 
questionnaire are treated as if 
they are the same version. 

2. Active map selector. Interviewers 
may select any one of the: 

• online: imagery; 

• online: imagery with labels; 

• online: open street map; 

• map of the world; 

• user uploaded offline maps – 
this is the map that includes 
the interviewers census unit 
map. 

3. Controls to: 

• align (rotate) the map to point 
in the North direction at the 
top of the screen; 

• zoom in; 

• zoom out. 
4. Controls to: 

• zoom to extent of the data; 

• zoom to extent of the map; 

• show current location marker 
(may take time to determine 
position). 

5. Assignment marker  
- blue diamond. 

6. Current location marker  
- blue circle with arrow. 

7. Completed interview marker 
 - green circle. 

8. Rejected interview marker  
- red circle. 

9. Started interview marker  
- blue circle. 
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13. TROUBLESHOOTING 

Interviewers in all surveys are to contact their respective supervisors first, who will take reasonable efforts to determine the 
cause of the issue and possible solution. 

If the issue is determined to be caused by the Survey Solutions code e.g wrong skip or validation, it should be elevated to the 
Data processing manager though Supervisor should also notify their Headquarter officer. 

Make sure you read and follow the standard troubleshooting advice before elevating it to the Data processing manager at the 
main office. Include the description of the conclusion of the relevant standard advice, this will help in determining the proper 
recommendation. 

Synchronization problem 

Synchronization is a process of communication between the tablet and a server, in which the connection is initiated by the 
tablet, which searches and sends a query to the server. Hence the server must be active and visible at all times when the 
interviewers might be synchronizing (during all data collection period). 

Normally, when synchronization is completed successfully, the interviewer receives a confirmation message and some 
summary statistics describing the actions taken (such as number of received assignments or transferred interviews). 

In some cases, synchronization stops with errors. Interviewers should remember that 
1. it is always safe to press the synchronization button again to retry. When the errors are caused by interference or 

noise in communication channel the synchronization is likely to succeed when repeated. 
2. if your supervisor has instructed you to synchronize (and this is important in some scenarios) and your 

synchronization has resulted in errors, then you haven’t synchronized. Only when you received a confirmation 
message that the synchronization has completed successfully, then the synchronization is performed. 

Why is my data not syncing? 

1. Error: No network. Check your network settings. 

 
To resolve: 
• Check your Wifi connection through network connections section of the settings menu on your device. 
• Make sure Wifi is enabled. Make sure you are connected to a network. 

2. Error: No connection to the Survey Solutions Supervisor. Please make sure that the website is available. 
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To resolve: 
• Check the URL of the server. Tap on the application menu button on the right-hand corner. Click on Settings and 

check the server URL under the Supervisor URL heading. If you find an error, tap on the field to make changes. 
• If the server URL is correct, please inform your Supervisor/Headquarters about the error. 

3. Error: Timeout when connecting to the Survey Solutions Supervisor website. Check your internet connection. 

 
To resolve: 

• Check the Server Response timeout settings. Tap on the application menu button on the right-hand corner. Click on 

Settings and tap on the Server Response timeout field. In the pop-up window, you can increase the number of 

seconds allowed. 

The interviewer application is running slowly. 

The first step will be to close down the interviewer app fully. To do this, firstly finish the household or individual interview 

you are doing, make sure that you wait for questions to fully load before moving on. To close down the interviewer app, 

select the recent apps button (left most button at the bottom of the tablet). 

 

 

 

 

 

 

 

 

 

 

 

 

Recent 
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Once you have done this, touch the “Close all” option. After you have done this, you will need to open the interviewer 

app and continue with the next interview. 

If the tablet continues to run slowly, restart the tablet by holding down the power button for 2 seconds and select restart. 

Wait for the tablet to restart and open the interviewer app and continue with the next interview. 

My tablet has stopped working. 
It’s likely that your tablet has run out of battery. Return to the field office where you will be able to charge your tablet. If 

the tablet is not charging (check using more than one power point and more than one charger), report it to your district 

supervisor or a member of the Tonga Census team immediately. In the unlikely event that your tablet does stop working, 

your district supervisor or a member of the Tonga Census team will be able to organise a replacement for you to use. 

What if I accidentally close the interviewer app part way through an interview? 
The app will save the interview you are doing where you were up to. Open up the interviewer app again and your interview 

should be there where you left off. 


