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1. INTRODUCTION 

This document contains information to guide the headquarter user, in using of the survey solutions dashboard or refer to here as the headquarter 

software, to monitor his or her teams’ working progress.  

 
Once again in the process of the CAPI workflow, the headquarter can reject or approves cases that were already approved by the supervisors or just 

approve or rejects cases completed by the interviewer. Though it is most recommended that the headquarter first, to start reviewing cases that were 

already being checked by the supervisors. If the supervisors are really busy on the field and checking of their forms are slow. Headquarter should 

contact the supervisor to see if they can assist with checking of completed cases by the interviewers. Note only rejects should be done, cases that are 

good should be left for supervisor to code the industry or occupation (headquarters can assist supervisor with leaving a comment of issic and isco 

codes). It is very important that checking of forms are: 

1. Double checked (checked by the supervisors first) 

2. Good communications of whom is checking which forms which forms. 

As the supervisors will see only the cases relating to their team of interviewers. Headquarters quality control users, on the other hand, will see all cases 

(for large surveys, they may therefore need to find a way to divide the cases, such as monitoring specific field teams). 

Important Notices 

1. Contact the data processing unit immediately if there’s any technical issues or loss of data processing tools (tablets, charger, laptop, pc etc.) 

reported from teams 

2. Contact the data processing unit if there is a technical problem from your using the headquarter software 

3. Report to the Coordinator if an interviewer is identified is not preforming (verify with his/her supervisor) 

4. Contact team supervisor if identified an interviewer has not send in any forms for a while (completed interviews must be synchronized daily) 

Let’s get started. 

Logging in 

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: 

 

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

 
If you cannot login to your account and you thoroughly checked the credentials given has been entered correctly, contact the head of data processing unit. 

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

COMPONENTS OF THE HEADQUARTER SO3FTWARE: 

• to track the overall progress of the survey (Reports) 

• to review completed interviews (Interviews) 

• to manage the human resources (Teams and Roles) 

There are about five components that the headquarter software has, but you should only use 3 component – Reports, Interviews and Teams and Roles. 

Avoid using the rest of the components. 

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

https://docs.mysurvey.solutions/headquarters/reports-tab-track-the-overall-progress-of-the-survey
https://docs.mysurvey.solutions/headquarters/interview-tab-how-to-find-review-and-delete-survey-cases-
https://docs.mysurvey.solutions/headquarters/teams-and-roles-tab-creating-user-accounts-
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
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2. REPORTS TAB – TRACK THE OVERALL PROGRESS OF CENSUS 

 

Reports provide headquarters with a summary of the status of fieldwork—of progress by questionnaire, by team, by status duration, by 
devices/interviewers, by geography, by quantity, by speed, or on detailed survey statistics.  

  

4a. By questionnaire template 

The Surveys and Statuses report summarizes the progress of the survey that headquarters is overseeing (i.e., data collection with a given template). 
The anatomy of the report is as follows. The column labeled “Questionnaire Title” contains the name of the survey. The subsequent columns 
correspond to each possible status of a survey case in the Survey Solutions survey workflow. Each cell in the report captures the number of cases 
that are in a given state for a given survey (e.g., number of “Complete” assignments for “Household Roster”). 

 

By default, this report summarizes the status of survey cases over all supervisors—it reports the total sum of survey cases in each status, summing 
over all supervisors. This report can be filtered to provide a summary or focus on one supervisor at a time. 

To do this, click on the drop-down menu below Supervisors filter and select a name. 

 

Doing so will yield a summary of progress for only the selected supervisor. In other words, filtering allows headquarters to focus on the progress of an 
individual supervisor. 

  

  

https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#survey%20status
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#team%20and%20status
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#duration
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#device/inter
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#device/inter
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#map%20report
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#quantity
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#speed
https://docs.mysurvey.solutions/headquarters/reporting/reports-tab-track-the-overall-progress-of-the-survey/#stat
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4b. By team 

The Team and Statuses report provides a status report for each supervisor. The first column of the report lists all supervisors under headquarters’ 
supervision. The subsequent columns correspond to each possible status of a survey case in the Survey Solutions workflow. Each cell captures the 
number of cases in a particular status for a specific supervisor. 

By default, the Teams and Statuses report provides a global summary of progress at the supervisor level. Headquarters can filter the report in order to 
obtain a more granular view of progress by questionnaire template. To do this, click on the drop-down menu located below Questionnaire. Then, select 
a particular questionnaire to see each team’s progress for that questionnaire alone. 

 

Doing so will generate a summary of progress for the chosen template. 

4c. By status duration 

The Status Duration report carefully flags lack of progress. While other reports count interview cases, this report includes both assignments and 
interview cases. By seeing how many days interviews stay in the same status, survey managers can see whether survey operations are moving 
forward, and identify any bottlenecks (e.g., slow approval by supervisors, slower reactions by HQ, etc.). By clicking on any cell in the report, managers 
can drill down to the details of which assignments/interviewers and/or field staff are behind interviews stagnating in the same status.  

Headquarters can filter the report in order to obtain a more granular view of progress by questionnaire. To do this, click on the drop-down menu 
located below Questionnaire. Then, select a particular questionnaire to see the report for that template alone. 
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4d. By devices/interviewers 

The Devices/Interviewers report compiles potential problems that can occur during data collect, such as never been able to synchronize with the 
server (Never Connected), using an old version of Interviewer (Old Version), etc.* *This information can make troubleshooting easier for survey 
managers.  

By clicking on any cell in the report, Headquarters can find the associated interviewer names/accounts.  

 

 4e. By geography 

The Map Report shows the geographic location of all completed questionnaires on Google Maps. 

To use this report: 

1. Select Maps Report from the Reports menu. This will open the interface for creating this type of report 
2. Select the questionnaire you want to map from the Questionnaire drop-down menu. 
3. Select the geo-location variable from the questionnaire that you wish to plot on the map. This will plot completed questionnaires on a map, 

showing their geographical dispersion and providing some sense of where survey teams have and have not reached. 
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4f. By quantity 

The Quantity report tab provides the following reports for each questionnaire template: 

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

 

• Number of interview transactions by HQ: Provides the number of headquarters approvals and rejections for each data collection team. 

 

• Number of interviews approved by HQ: Provides the number of headquarters approved interviews for each data collection team. 

 

• Number of interview transactions by supervisor: Provides the number of supervisor approvals and rejections on interviews collected by each 
data collection team. 
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Creating a quantity report 

 

To use these report, first select Quantity from the Reports menu. Then, select the Type of report and the questionnaire template. 
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. 

By default, the Quantity report delivers reports at the supervisor level. However, you can obtain a more granular view across one data collection team 
by selecting a supervisor from the Team column. 

4g. By speed 

The Speed report tab provides the following reports for each questionnaire template: 

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

 

• Average supervisor processing time: Provides the average time difference between the moment the complete button is pressed and the 
supervisor’s approval or rejection of that questionnaire. 
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• Average HQ processing time: Provides the average time difference between a supervisor approval of a questionnaire and a HQ approval or 
rejection of that questionnaire. 

 

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

 

• Average overall case processing time: Provides the average time difference between survey case assignment and survey case approval by 
HQ. 

  

Creating a speed report 

 
To use these reports, first select Speed from the Reports menu. Then, select the Type of report and the questionnaire template. 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. 

Similar to the Quantity reports, Speed reports by default provide the report at the supervisor level. However, you can obtain a more granular view 
across one data collection team by selecting a supervisor from the Team column. 
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4h. Survey Statistics  

The Survey Statistics report allows the creation of tabulation reports (frequency tabulation of categorical variables) with conditioning on values of 
other variables. Use the filters on the left-hand side to define the questionnaire, question, view option (by team members or team), and the condition 
question (if applicable).  

 

For example, you can tabulate the interview result code by team members to check whether a particular interviewer has an abnormally large number 
of households not found. 
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3. INTERVIEWS TAB – HOW TO REVIEW AND TO FIND SURVEY CASES 

 

The Interview tab is designed for taking action. Under the Interview tab, headquarters may search for survey cases, reallocate them to different 
teams, review them for quality assurance, and delete them to fix problems. 

The interview tab consists of the following tools: 

1. Database of survey cases. The rows are survey case entries. The columns capture details about survey cases, such as the respondent’s 
address, interview status, and an indicator that the interviewer has or has not received the survey case. 

2. Filters for querying the database. The database can be filtered to show only the survey cases of interest—for example, those with a particular 
status or those done by a particular supervisor. 

3. **Toolbar with a Delete, Approve, and Reject button. **Survey cases can be deleted, approved, or rejected individually or as a group by 
selecting the check box next to each case. The toolbar will appear if one or more cases have been selected. If you would like to select all the 
survey cases displayed on that page, click on the first check box at the top of the list. 

4. Interview Key. This is a system generated random number for each survey assignment. Completed survey cases can be reviewed in detail by 
clicking on the interview key for that case. This will open another interface that will be discussed below. 

5. Search bar to navigate through the survey cases quickly. 

 

  

https://docs.mysurvey.solutions/headquarters/interviews/interview-tab-how-to-find-review-and-delete-survey-cases-/#search
https://docs.mysurvey.solutions/headquarters/interviews/interview-tab-how-to-find-review-and-delete-survey-cases-/#reallocate
https://docs.mysurvey.solutions/headquarters/interviews/interview-tab-how-to-find-review-and-delete-survey-cases-/#reallocate
https://docs.mysurvey.solutions/headquarters/interviews/interview-tab-how-to-find-review-and-delete-survey-cases-/#review
https://docs.mysurvey.solutions/headquarters/interviews/interview-tab-how-to-find-review-and-delete-survey-cases-/#delete
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5a. Review survey cases 
The questionnaire review interface consists of five components: 

1. Navigation pane. Displays a table of contents for the questionnaire, where you can use each entry in this pane to see a particular part of the 
questionnaire. Clicking on the top entry, the name of the questionnaire, brings the full questionnaire back into focus. 

2. Filters. These boxes can be used to see questions that have certain attributes—for example, comments or flags. 

3. Questionnaire review pane. Questions and their answers are rendered just like the Interviewer application.   

4. Comment. Click on the three dots on the corner of the question. Then, select add comment.  Comments associated with the selected item will 
be shown below the question answer. 

5. Approve/reject buttons. These buttons determine whether a questionnaire returns to the supervisor or is integrated into the final data set. 

6. **Flags. **Questions can be marked during the review process. Use the filters (2) to only show the questions that have been flagged.  

 

Headquarters plays a critical quality control role in the Survey Solutions workflow. Supervisors supervise enumerators, reviewing questionnaires the 
latter completes. Headquarters supervises supervisors, reviewing the questionnaires the latter approves. 

To do this, first headquarters clicks on the Interview Key associated with any questionnaire whose status is ApprovedBySupervisor. 

 

Then, headquarters reviews the questionnaire for completeness, consistency, and plausibility of answers using the questionnaire review interface. The 
questionnaire pane, located in the middle of the screen, contains the questions and their answers. 

Groups, on the left-hand part of the screen, allow headquarters to see different parts of the questionnaire when any element of the pane is clicked. The 
top heading corresponds to the complete questionnaire. Bolded headings lead to modules (chapters) within the questionnaire. Indented headings are 
linked to either groups of questions or rows of rosters. 

Filters, arrayed on the left of the questionnaire pane, facilitate the display of questions that have particular attributes. The “All” filter presents all 
questions. The “commented” and “flag” filters display questions with comments or flags, respectively. The “answered” questions, as the name 
suggests, are all those that have an answer. The “invalid” filter displays questions that failed a validation check (e.g., range, consistency with other 
responses, etc.). The “supervisor’s” filter yields special questions that only the supervisor sees and can answer. The “valid” filter returns questions 
that are available to be answered based on the skip logic of the questionnaire and answers provided to key questions. 

  



12 
 

Next, headquarters either approves or rejects the questionnaire by clicking the appropriate button. The headquarters’ choice determines whether the 
assignment is included in the survey database (Approve) or returned to the supervisor for correction (Reject). 

To unapprove any interview in the Approved by Headquarters status select this interview(s) by checking the checkbox next to it and click 
the Unapprove button. Alternatively, open the interview case and click on the Unapprove button on the toolbar. The interview will be reverted to 
the Approved by Supervisor status, and the headquarters user will have a possibility to reject it back to the supervisor if necessary. You can apply this 
operation to multiple interviews if necessary. 

 

 

 

Additionally, the headquarter user, has the authority to approve completed interviews directly, without waiting for the supervisor’s decision. This 
results in faster turnaround of the data circulating in the system in case the supervisor is swamped with work, in which case the headquarters can 
reduce the workload by pulling the good-quality interviews from the supervisor’s stack. There is no change in the user interface, but the button will 
now permit headquarters approvals of the interviews in status “Completed”. Note that you cannot reject an interview to an interviewer directly. 

5b. Search for survey cases 
The Interview tab contains a detailed list of survey cases— those that have been completed, those that supervisors have approved and sent for 
headquarters’ review. 
 
The details can be used to search for particular survey cases. The interview panel in the lower right-hand quadrant of the screen presents a list of 
interviews and information about them—where the respondent is located (Identifying Questions), which interviewer is responsible (Responsible), when 
the assignment was last updated (Updated On), how many errors the interview contains (Errors Count), what status the interview has (Status), 
whether the interviewer has received the assignment (Received by Tablet), and in the case of census mode surveys has been created on e.g. CAPI or 
CAWI (Interview Mode). 
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There are three mechanisms for finding a survey. The first is by clicking on the arrow associated with any column of the information in the lower right-
hand quadrant. This will sort the list of surveys in ascending (^) or descending (v) order by that chosen column.  

 

The second mechanism is through the filters located on the left-hand side of the screen. To narrow down the list of survey cases, headquarters may 
filter by the questionnaire (Questionnaire), team member responsible (Responsible), the status of the interview (Status), and/or the assignment of the 
interview. 

 

The third mechanism is through the search field located in the toolbar. Use keywords to narrow down the list of survey cases. 

 
The following are searched: 

• values of identifying questions; 

• Interview keys 

• Interview IDs. 

The search term must appear from the start of the value. If the search term appears in the middle or end of the value, it will not be matched. For 
example, if you are searching for 1610 the following records will match: 

 

And the rest will not match. 
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6. TEAMS AND ROLES TAB – ACCESS INTERVIEWERS AND SUPERVISORS DETAILS 

The Teams and Roles menu provides tools for managing the human resources responsible for data collection: 

• The following accounts may be created by the users in the role Headquarters or Administrator: 

o interviewer and 

o supervisor accounts. 

• The following accounts may be created by the users in the role Administrator only: 

o headquarters, 

o observers, and 

o API accounts. 

Creating of the accounts for this Census has already been done by the Administrator, and if need of a new account, only the administrator will be 
responsible for carrying out this task despite supervisor’s ability to do so.  

Interviewer accounts may not be created by supervisors, but may be edited by their supervisors. 

Editing accounts. 

To modify the details of an existing supervisor account, click on the account’s username listed in the Name column of the corresponding list 
(interviewers, supervisors, headquarters, etc). This will take you to the user’s profile where you can: 

• change the password for the account, or 

• update the name/email/phone associated with an account. 

Note on passwords: 

• Interviewers may never change their own password. They must rely on their superiors to assist with this matter. 

• Supervisors may change passwords of interviewers of their team (without the need to know the original password) and can change their own 
password (must enter old password). 

• Headquarters users may change the password of any of the supervisors or interviewers (without the need to know the original password) and 
can change their own password (must enter their old password). 

• Administrator may change any password (without knowing the original one) except of his own (without which he can’t even login). 

On the Teams and Roles tab, headquarter is able to view all Interviewers and the supervisors: 

 

You can filter the viewing interviewers by teams using by selecting its supervisor 

 


