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Introduction: The Concept Mapping Process  

 

Welcome!  

Ideas are everywhere ɀ and when harnessed and put to use, the ideas of a 

stakeholder group represent a valuable strategic resource for your 

organization.  The Concept SystemÑ gives you the power to understand how 

groups think, using a proven quantitative and qualitative methodology that 

captures the results of a group problem-solving process into a topography of 

thought ɀ producing visual 3D maps of ideas and their relationships, 

combined with extensive reporting and charting capabilities that provide 

strategic visibility and decision support to your planning, evaluation and 

research efforts. 

Today, The Concept SystemÑ combines the power of the widely used concept 

mapping methodology with a web-based interface (Concept Systems 

Global©) that allows you to harness the ideas of groups in settings ranging 

from local on-site projects to large-scale, geographically distributed 

stakeholders across the globe. Combined with a proven analysis engine and 

reporting tool resident on your personal computer system, the Concept 

Systems Global© interface allows true distributed management of a concept 

mapping project. 

Certain technical and methodological pre-knowledge is helpful.  Concept 

Systems Global© is web-based software, and you should have some 

familiarity with web -based applications and know how to use a web 

browser.  You should also have a basic understanding of your PC and typical 

PC applications.  All Concept Systems applications are based on group 

process techniques, and you will benefit from understanding these 

techniques (such as brainstorming and organizing ideas) and their value 

before you begin.  Finally, some knowledge of descriptive statistics will help 

you set up your project and interpret the results. 
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This guide will show you how to put Concept Systems Global© to use in your 

own projects, beginning with a step-by-step overview of the concept 

mapping process in this section, followed by a detailed discussion of 

program features for each step of the process, and a step-by-step example to 

guide your initial project efforts.  Combined with hands-on facilitator 

training from Concept Systems, Inc., this document represents your personal 

roadmap for unlocking the power of group thought. 

An Overview of Concept Mapping 1 
Concept mapping is a process that helps a group describe its ideas on any 

topic of interest and represent these ideas visually in the form of a map.  The 

process typically requires participants to brainstorm a large set of 

statements relevant to a defined topic of interest known as a focus prompt, 

individually sort these statements into categories of similar ideas, rate each 

statement on one or more scales, and interpret the maps that result from the 

data analyses.  The results of a concept mapping process can include outputs 

such as the following:  

                                                           

1 Concept Mapping for Planning and Evaluation, by Kane and Trochim (Sage 

Publication, 2007) is a complete description of the methodology.  
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Figure 1:  Point map.  

A point map, shown in Figure 1, displays the relationship and proximity of 

ideas to one another. In a similar manner, point rating maps graphically 

display the relative ratings of these ideas via the height of each point, as 

shown by the stacked points in Figure 2. 
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Figure 2:  Point rating map.  

A cluster map shows the grouping of similar ideas into clusters, as shown in 

Figure 3.  Cluster rating maps, such as the one shown in Figure 4, graphically 

display the relative averaged ratings of the ideas contained within each 

cluster.  In this latter figure, the height or layers of a cluster indicates the 

relative average value of its contents. 
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Figure 3:  Cluster map. 

 
Figure 4:  Cluster rating map. 
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A Pattern matching report displays absolute or relative cluster ratings 

between two cluster sets, such as different demographic groups, points in 

time, importance or feasibility.  

 
Figure 5:  Relative Pattern matching report of cluster importance ratings for 

managers compared to staff. 

A Go-zone report graphically displays which ideas are above or below the 

mean across two separate rating criteria or participant groups, within a 

specific cluster of ideas. 
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Figure 6:  Go-zone report of importance ratings for managers compared to 

staff, for the Employee Relations/Communication cluster. 

In addition, a wide variety of specific reports are now available in Version 4 

of The Concept SystemÑ, including reports on statements, clusters, users, 
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documents and spreadsheets for manual sorting and rating of statements. 
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Using The Concept SystemÑ in Concept Mapping  

The Concept SystemÑ is a proprietary software tool that you use to define 

and execute a concept mapping process, and to perform the analysis of 

project data and generate concept maps and other reports.  To do a project 

using Concept Systems Global© you will use two different software packages 

that work together: 

Concept Systems Global (CS Global©) is a web-based application that lets 

you define, manage, and run a concept mapping project.  Its functions 

include: defining the project and its focus prompt, adding and managing 

participants, creating a database of brainstormed statements from 

participants, sorting and rating the statements, and exporting the project for 

analysis and mapping using The Concept SystemÑ Core (CS Core©) module 

described below. 

A key feature of CS Global© is the ability for participants to interact with the 

concept mapping process remotely via the Internet.  As its name implies, this 

tool enables concept mapping projects to become truly global in scope, 

allowing participants to perform brainstorming, sorting, and rating activities 

from anywhere in the world where they have access to a web browser. 

The Concept SystemÑ Core (CS Core©) is a stand-alone, PC-resident 

application used to perform the concept mapping analysis and generate 

results, including concept maps, pattern matching, go-zones, and reports. 
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Note: CS Core also contains simplified versions of many of the 

same functions as CS Global©, allowing you to use it as a 

stand-alone program to manage concept mapping projects 

that do not require the Internet ɀ for example, a project 

involving a small on-site group of stakeholders. 

By comparison, CS Global© allows you to perform the 

brainstorming, sorting and rating process interactively, via a 

Web interface, with stakeholders located anywhere in the 

world. You can then export the data from this process to CS 

Core for analysis and mapping. 

Together, these two modules provide an integrated process for a concept 

mapping project by involving multiple groups of stakeholders, which may 

potentially include: 

Á A facilitator  oversees the concept mapping process, interacts with 

participants, coordinates brainstorming, sorting, and rating processes, 

performs the analysis, and leads the interpretation of maps and results. 

The facilitator is often the Project Administrator for the software, though 

the facilitator may delegate this role to someone else.  The Project 

Administrator is assigned a username and password with the purchase 

of a project license.  

Á A planning group is established by the facilitator who helps determine 

project objectives and desired outcomes, and may be involved in key 

decision-making aspects of the concept mapping process such as 

defining the ratings, rating scales, participant demographics, and naming 

clusters. 

Á One or more participant groups which are involved with brainstorming, 

sorting, rating, and, the use of results and evaluation of activities. 

A summary of this process is shown below. 
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Figure 7:  An overview of the Concept Mapping process. 

The end result of this process is actionable information, based on the 

geography of participant ideas, which can be put to use in subsequent 

planning, evaluation, and/ or research efforts. 

The following section of this manual provides a more detailed overview of 

the functions of CS Global© Version 4.0, with detailed descriptions of each of 

its screens by functional area, followed by a complete step-by-step example 

of a sample concept mapping project.   
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9ÏÕȭÒÅ 2ÅÁÄÙ ÔÏ %ØÐÌÏÒÅȦ 

The following section provides detailed instructions for using each of the 

project menu functions in CS Global©, as well as creating reports and 

participant input screens.  A subsequent section provides a detailed, step-by-

step example of using CS Global© to manage a concept mapping project.  If 

you are new to the concept mapping process, we encourage you to review 

this example as a guide to your own initial project efforts. 

CS Global© is designed to be easy and intuitive to use, and simplifies the 

process of harnessing ideas and opinions of stakeholders for action. 

If you need technical assistance, we provide services to help.  The closing 

section of this Software Guide provides information on further resources for 

concept mapping, as well as contact details for how to get in touch with 

Concept Systems, Inc. (CSI) for additional support.  

Concept Systems Global©: Functional Summary  

The following Functional Summary contains detailed descriptions of each 

individual screen that may be encountered during the various phases of a 

project in CS Global©.  It applies to both the person running the project, 

(Project Administrator ), as well as the participants who visit the website to 

participate in the project. 

The functional summary is outlined as follows: 

Á First, headers (boxed, gray, and in bold) represent entire sections of this 

software guide.   

Á Second, headers (underlined, in bold, and capitalized) represent 

functional sections of CS Global© for the Project Administrator.  
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Á Third , headers (in bold and turquoise) indicate the presence and 

description of CS Global© screens, as seen by either the Project 

Administrator, or project participants.  

The Table of Contents  is an excellent tool to help guide and facilitate the 

reading and understanding of the guide.   

This guide is intended to provide technical guidance for the process and use 

of CS Global©.  Information on concept mapping methodology and project 

design applications can be found in Concept Mapping for Planning and 

Evaluation by Mary Kane and William M.K. Trochim (Sage Publications, 

2007).  Additional guidance is provided through additional products and 

services by Concept Systems, Inc., such as Concept Mapping Facilitator 

Training and/or Advanced Training which we conduct regularly.  

CS Global© is a web-based application that provides clear guidance to the 

user at each screen.  This section provides a detailed overview of the 

screens, their purposes, and available options.  There are two ways to 

request assistance at any time while you are using CS Global©: 

Á The Help links, in the upper right-hand corner and at the bottom of the 

screen, provide on-line assistance and is available at any time. 

Á Ȱ4ÏÏÌ ÔÉÐÓȱȟ available anywhere you see the blue question mark icon 

( ), provides short descriptions of individual fields and functions on 

specific screens. 

Á The Home icon ( ), in the upper right-hand corner of the screen, 

return s the user to the project home page. 
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GENERAL SCREENS (Project Administrator Only)  
The General Screens section describes screens that are used to enter, 

configure, and manage a concept mapping project using CS Global©.  These 

screens and their functions are available to Project Administrators only.  The 

functions discussed here include: 

¶ Sign-in 

¶ Project home page and status 

¶ Project settings 

¶ Content management of project data screens 

¶ Previews of participant data screens and URL addresses 

Concept Systems Global© Sign-in Screen 

 
Figure 8:  Concept Systems Global Sign-in Screen.   

This is the first screen that is seen after entering the Concept Systems Global 

URL in your browser [www.conceptsystemsglobal.com].  Sign in is 
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accomplished by using the user name, or e-mail address, and password 

assigned to you by Concept Systems Inc. 

Below the Sign-In button there are three hyperlinks to use to sign up for a 

new account, view your existing project list, or retrieve a lost password. 

 

Concept Systems Global© Home 

The Concept Systems Global© Home page is the entry point to the Concept 

Systems Global application once you have signed in.  It contains a list of your 

current project(s). Click on the hyperlink for a project title to enter the 

desired project.  

 

Figure 9:  Example of the Project List Screen.  
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Project Home  

The Project Home screen lists your current project status, and is the portal 

for the remaining activities in your project.  

 

&ÉÇÕÒÅ ρπȡ  %ØÁÍÐÌÅ ÏÆ ÔÈÅ !ÄÍÉÎÉÓÔÒÁÔÏÒȭÓ 0ÒÏÊÅÃÔ (ÏÍÅ 3ÃÒÅÅÎȢ     

Features include: 

Status of Project :  This section provides information about what parts of 

your project are open (ongoing) or closed (completed).  Open project areas 

are shown in green  and closed project areas in red . 
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Note: The brainstorming section of a project cannot be open 

at the same time as the sorting and rating sections, because 

sorting and rating requires a complete set of brainstormed 

ideas.  Which sections of the project are open at any given 

time is controlled via the Project Settings  menu.  

Summary Statistics : The Summary Statistics section provides a visual 

overview of the overall project status, including how many participants have 

been assigned, which participants have started and finished their activities, 

and which data you have Ȭcheckedȭ.  The Summary Statistics section is used 

and viewed solely by you and other authorized Project Administrators . 

Project and Administrator Menu Options  

Once you have logged in to a project, the left side of the screen will provide a 

listing of the main program options, as shown in the corresponding figure. 
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Figure 11:  CS Global My Account and Project Administrator Menus. 

Project Settings  

The Project Settings screen enables the Project Administrator to set 

configuration options for a ÐÒÏÊÅÃÔȟ ÄÅÆÉÎÅ ÔÈÅ ÐÒÏÊÅÃÔȭÓ focus statement, 

control open and closed activities of a project, and to set levels of access for 

participant registration.   

Link to main page  

 

 

Account options  

-View and edit account profile 

-Change password  

-Sign out 

 

Administrator options  

-Manage project phases and create focus 

statement 

-Customize screen text/instructions  

-Review participant screens 

-Create/manage participants and their data 

-Define participant questions/demographics 

-Manage brainstormed statements 

-Manage statement ratings 

-Create/edit/send participant bulletins  

-Create/edit/send participant  e-mail 

communication 

-Generate data and/or analysis reports 

-Export project data to CS Core for analysis 

-Create and share internal administrator notes 
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Figure 12:  Project Settings Screen.   

General Settings control basic options for the set-up and display of a 

project. Fields include: 
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Á Header text: This field specifies the text that will be displayed in the top 

header area. There is an 80 character limit to the header text with or 

without spaces. 

Á Project abbreviation: The project abbreviation is a unique shortened 

version or acronym of a project name which participants will use to 

access the project, and will be part of the ÐÒÏÊÅÃÔȭÓ 52, ÁÄÄÒÅÓÓȢ  Use 

only letters or numbers for this name, with no spaces or special 

characters. 

Á Project theme: Choose from one of several pre-defined color schemes 

for your project, including screen colors, text colors and highlights, using 

a drop-down menu.  Options include ocean, salmon, steel, earth, tree, and 

tropical. 

Á Logo image file (optional license upgrade): This button allows the 

Administrator to upload a logo image file as a header for this application.  

Use Ȭ.gifȭ or Ȭ.jpgȭ format with a maximum size of 50 pixels tall by 400 

pixels wide, to fit in the header area. 

Á Focus statement : The focus ÓÔÁÔÅÍÅÎÔ ÏÒ Ȭpromptȭ is typically an open-

ended statement that focuses participants on the goals of the project by 

prompting them to brainstorm ideas that finish the incomplete 

statement. 

Á Do not include o n project l ist  page: Select this check box to exclude 

the project title and Project Administrator contact information from the 

aggregated Project List page maintained on 

www.conceptsystemsglobal.com.   

Á Brainstorm max c hars:  Sets an upper character length limit for 

participant brainstorming statements. 

The Part icipant Questions (Demographics) section contains check boxes to 

specify if the Administrator wants to collect answers to participant 

questions during the brainstorming, sorting, and/or rating phases of a 

http://www.conceptsystemsglobal.com/
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project.  Please note that the questions asked during all selected phases 

must be the same set of questions.  

The Brainstorming Active, Sorting Active and Rating Active  sections let 

the Administrator enable the specific phases of a project, and set access and 

response length options.  

 

Note: The Sorting Active or Rating Active options cannot be 

enabled until there is a statement set in the system and the 

Administrator has unchecked the Brainstorm Active option, 

via the Project Settings  menu.  

The Brainstorm Registration, Sorting  Registration and Rating 

Registration are drop-down menus that define the way participants will 

register their participation in the project.  Registration types are as follows: 

Á Anonymous.  Participants do not need to create an account, and can 

participate in each active phase the Administrator has set to anonymous 

registration.  When brainstorming registration is set to anonymous, 

participation is unlimited.  It is recommended to set only the 

brainstorming activity  to anonymous registration; anonymous 

participants are not able to return to an incomplete sorting or rating 

activity  with the same anonymous user name. 

 

Á Restricted  registration.  The Administrator must register participants 

by creating a user name and password for each participant.  Once 

registered, the Administrator must assign each participant to project 

activities.  Restricted registration is recommended for sorting and rating 

activities, so that registered participants can visit the site multiple times, 

using their registration information, to edit or complete their activities.  

 

Á Self-registration.  Participants register themselves by creating a user 

name and password.  They are automatically assigned to project 

activities via the participant link the Administrator has provided.  Self-
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registration is recommended for sorting and rating so that participants 

can visit the site multiple times, to edit or complete their activities. 

 

 

Note: If different registration types for the sorting and rating 

phases for a project are specified, participants will see both 

registration options from the participant sorting and rating 

web pages. 

 

Content Manager   

The Content Manager  menu lets the Administrator customize the 

introductory text of each activity  page (brainstorming, sorting and rati ng).  

It contains a list of participant activities, linked to a screen where the 

introductory text can be edited with plain text and/ or HTML codes. 
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Figure 13:  Administrator Content Manager Screen.   

The link for each participant activity  displays either the default introductory 

text, signifying that it has not been modified, or the revised content.  

Each line also contains the following icons: 

 The pencil icon takes the Administrator to the screen to edit the page 

text.  The hyperlinked title of the participant activity  page can also be clicked 

to reach this screen. 

 4ÈÅ Ȱ8ȱ ÉÃÏÎ will become red and clickable once the default text has been 

edited.  Selecting this icon will delete the project AÄÍÉÎÉÓÔÒÁÔÏÒȭÓ ÉÎÓÅÒÔÅÄ 

text and revert to the default text for this page. 
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 4ÈÅ ÑÕÅÓÔÉÏÎ ÍÁÒË ÉÃÏÎȟ ×ÈÅÎ ÓÅÌÅÃÔÅÄȟ ×ÉÌÌ ÄÉÓÐÌÁÙ Á ȰÔÏÏÌ ÔÉÐȱ 

summarizing the current introductory text for the participant activity  page 

on that line. 

When selecting a participant activity  page for editing, the Administrator will 

go to a screen with the default introductory text in the top text box, and a 

blank field below where new text can be entered.  This field also contains a 

menu of icons, similar to popular word processors such as Microsoft Word®, 

allowing text formatting activiti es such as cut, paste, bold/italic/underline, 

bullets and numbering, special symbols, hyperlinks, and text coloring from 

external documents if desired.   

 

Figure 14:  Example of one of the Editable Text Fields in the Content 

Manager.  

 Text fields that can be changed in this menu include: 
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General project areas  including the Informed Consent notice and label, 

project introduction , Home Page, Question label and instructions, and 

participant Sign-up instructions. 

Brainstorming  instruction  text, focus prompt comments, and participant 

thank-you text. 

Sorting  instructions, for Ȱ4ÁÂÌÅÔÏÐ 3ÏÒÔÉÎÇȱ and Ȱ$ÒÁÇ Ǫ $ÒÏÐ 3ÏÒÔÉÎÇȱ 

views, and participant Thank-You text. 

General Rating  instructions and participant Thank-You text. 

A button at the bottom of this screen ( ) links the 

Administrator to the Project Preview  menu (also available via the 

Administrator menu in the left pane), to preview the results of your text 

changes on samples of the actual participant screens.   

Individual Content Manager Screens 

Individual screens within the Content Manager  menu function allow the 

Administrator to enter custom text for the field selected from this menu. The 

Save Text button will save new custom text.  The Remove Your Text button 

will rever t to the default text.  The Cancel button will exit without saving any 

changes. 

These screens also contain a menu of icons, similar to popular word 

processors such as Microsoft WordÑ, for text formatting.  

 

Project Preview  

The Proje ct Preview  menu allows the Administrator to see a preview of the 

screens that project participants will see.  The participant links for self or 

anonymous registration are also provided on this screen.   
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Note: In the Project Review mode, read-only preview screens 

cannot be modified.  To change the contents of these screens, use 

the Content Manager  menu. 

 

 

Figure 15:  Example of the Project Preview Screen.   

Available preview screens include: 
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Data Collection Pages: 
Á Participant Questions ɀ Participant data entry screens used to respond 

to participant questions. 

Á Brainstorming  Page ɀ Participant screen for entering brainstorming 

ideas. 

Á Statement Tabletop Sorting ɀ Participant sorting using the default 

tabletop sorting method.   

Á Statement Drag and Drop Sortin g ɀ Participant sorting using drag-

and-drop. 

Á Ratingɀ Participant screen for entering ratings.  

Main Pages: 
Á Project Home Page ɀ The main project page.   

Á Informed Consent Page  ɀ A required page for participants to accept 

terms of informed consent for the project. 

Á Project Sign-Up Page ɀ Registration page for participant self-

registration option only.  

Á Participant Links ɀ A section providing a list of web links the 

Administrator can cut, paste, or test to send to participants who will be 

brainstorming, sorting, rating, or both sorting and rating.  These links 

should be provided to participants using self or anonymous registration.    

 

Note: Until participant statements and rating questions are 

created in the system, some screens for specific project sections 

are grayed out or do not appear on the menu, and thus cannot 

be previewed. 
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PARTICIPANT SCREENS (Project Administrator Only)  
This section outlines functions used to invite participants and manage their 

concept mapping project activities.  These functions include participant 

registration, assignment, and review of responses. 

The Participants  menu allows the Administrator to view and manage 

participants in a project, and lists participation statistics for all participants.  

 

Manage participants  

Participants invited to a project using the self-registration  or restricted -

registration  options are displayed by user name.  Anonymous participants 

are displayed using a system-generated user name (such as ANON356).  

Choose which participants to display by 

using the drÏÐ ÄÏ×Î Ȱ$ÉÓÐÌÁÙȱ ÍÅÎÕȢ  

Options include: All participants, Only 

Registered Participants and Only 

Anonymous Participants.  

Figure 16:  Example of the participants drop down menu.   

All participants are listed in a table as shown: 

 

Figure 17:  Example of the Participants List found on the Participants Screen.     
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A legend at the bottom of the participant list explains the meaning of each of 

the column values: 

 

Figure 18:  Example of the Participants Screen legend.   

The IC (invitation code)  column lists a participant status of I (invited), A 

(accepted) or R (rejected). When a participant is added via the Add New 

Participant button, he/she will have a status of I until he/she accepts or 

rejects the participation invitation via the informed consent page of the 

project. 

The B (brainstorming) , S (sorting), and R1, R2, etc. (rating)  columns can 

be checked to assign each participant to brainstorming, sorting, and rating 

activities, respectively.  

A turquoise ȰSȱ symbol means the participant has started that particular 

activity .  This appears when the participant selects the project assigned 

activity .  A purple Ȱ&ȱ symbol means the participant has finished that 

particular activity.  A green Ȱ#ȱ symbol means you have ȰÃÈÅÃËÅÄȱ (or 

Ȱapprovedȱ) the participant data, for inclusion in analysis in CS Core.  

The First and Last Names column will show participants names if that 

information is provided during self-registration. 

The following icons allow the Project Administrator to manage options for 

each participant:   

  - Takes the Administrator to the Edit Profile  menu to change participant 

profile information. 
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 - Displays the participant profile with read-only access. 

 - $ÅÌÅÔÅÓ ÔÈÅ ÐÁÒÔÉÃÉÐÁÎÔ ÁÎÄ ÁÌÌ ÏÆ ÔÈÁÔ ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÓÏÒÔÉÎÇȾÒÁÔÉÎÇ ÄÁÔÁ 

from the project.  This function will prompt the Administrator prior to actual 

deletion.   

 - Takes the Administrator to the Assign Participant  Activities menu, 

where restricted registration participants can be assigned to brainstorming, 

sorting and/or  rating, and project administration activities. Brainstorming, 

sorting and rating assignments can also be made directly using the check 

boxes on the participant list.  Project Administrators can also be assigned 

through this feature.  Save these assignments during data entry using the 

Save Assignments button.   

 - Takes you to the Review Participant Responses  menu, where 

participant sorting and rating responses can be viewed and participant data 

marked ÁÓ ȰÃÈÅÃËÅÄȱȟ ÔÈÅÒÅÂÙ ÁÌÌÏ×ÉÎÇ The Concept System® to use this data 

in the analysis process.  Participant data can also be reviewed and checked 

in the CS Core© software program, after all the data from CS Global© have 

been exported from the web. 

 - Assumes the identity of the participant, and allows the Administrator to 

view and edit a particular ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÒÅÓÐÏÎÓÅ(s). 

 

Project Totals  

Below the participant list a summary of participant and response totals can 

be viewed which lists the number of participants who have been invited, (or 

have accessed the Informed Consent page), the number of people who have 

accepted or rejected these invitations, and a breakdown of participants at 

each stage of the brainstorming, sorting, and rating activities. 
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Figure 19:  Example of Project Participation Summary Statistics found on the 

Participants Screen.   

Add New Participant  

The Add New Participant screen allows the Administrator to add 

participants to a project.   

An Administrator can add individual participants, including optional name 

and contact information, using the Add New Participant button. Multiple 

participants can also be added quickly, by e-mail address only, using the 

Bulk Participant Entry button. 

 

Figure 20:  Add New Participant Screen.   

After entering a ÎÅ× ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÅÍÁÉÌ ÏÒ ÕÓÅÒ ÎÁÍÅȟ ÔÈÅ Continue button 

will take the Administrator to a New Participant screen to complete the 

participant information.  
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Figure 21:  Example of the Add New Participant Personal Information 

Screen.   

Fields labeled with a red star are required. The Administrator can add the 

following contact information: User Name, Password, First and Last Names, 

Organization, Title, Address, Phone Numbers, and Language.  If the Ȱ/pt-ÏÕÔȱ 

box, is checked, the participant will not receive emails from the Project 

Administrator (s).  Please note that the Administrator will not be able to view 

ÏÒ ÅÄÉÔ Á ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÐÁÓÓ×ÏÒÄ ÉÆ ÔÈÁÔ ÐÁÒÔÉÃÉÐÁÎÔ ÈÁÓ ÁÌÒÅÁÄÙ ÐÁÒÔÉÃÉÐÁÔÅÄ 

in a different project on www.conceptsystemsglobal.com using the same 

username.  

http://www.conceptsystemsglobal.com/


 

Concept Systems Global© Version 4.0 Software Guide  32 

 

 

Bulk Participant Entry  

The Bulk Participant Entry screen allows the Administrator to add multiple 

participants, using e-mail addresses only, by entering or pasting a list of e-

mail addresses separated by spaces, commas, tabs, or carriage returns.  

Access to this screen is via the Bulk Participant Entry button found at the 

bottom of the Participants  page.  

 

Figure 22:  Bulk Participant Entry Screen.  

    

Edit Participant  

The Edit Participation screen allows the Administrator to view and edit 

registered participantÓȭ names and contact information.  It is similar to the 

Add New Participant  function described previously.  This screen can be 

accessed via the pencil icon ( ) next to each participant.  

 

Assign Participant  Activities  
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The Assign Participant Activities screen, accessible via the check mark icon 

in the Participants  page ( ), allows the Administrator to assign restricted 

registration participants to brainstorming, sorting and/or rating, and project 

administration activities.  

 

Figure 23:  Assign Participant and Administration Activities Screen.     

These assignments can also be made in the Participant s page by checking 

the boxes ÆÏÒ ÔÈÅ ÒÅÓÐÅÃÔÉÖÅ ÁÃÔÉÖÉÔÉÅÓȭ ÃÏÌÕÍÎÓ ÏÎ ÅÁÃÈ ÐÁÒÔÉÃÉÐÁÎÔ row. 

These assignments can be saved during the data entry using the Save 

Assignments button. 

 

Review Participant Responses  

The Review Participant Responses screen acts as a tracking tool for the 

Administrator , displaying detailed progress on statement sorting and rating 

activities for a selected participant.  This screen can be accessed via the 

magnifying glass icon ( ) in each participant row of the Participants  page.  
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Figure 24:  Example of the Review Participant Responses Screen.   

4ÈÅ ÓÙÓÔÅÍ ×ÉÌÌ ÓÔÁÔÅ ÐÒÏÇÒÅÓÓ ÆÏÒ ÅÁÃÈ ÁÃÔÉÖÉÔÙȡ ȰSorted X of N statements 

into Y ÃÁÔÅÇÏÒÉÅÓȱȟ ÁÎÄ Ȱ2ÁÔÅÄ X of N ÓÔÁÔÅÍÅÎÔÓȱȢ  A participant must sort at 

least 75% of the statements in order for the Administrator to mark their sort 

as complete.  There is no minimum threshold for the rating participation.   

7ÈÅÎ Á ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÒÅÓÐÏÎÓÅÓ ÁÒÅ ȰÃÈÅÃËÅÄȱ ÉÎ #3 'ÌÏÂÁÌ©, they will be 

ÉÄÅÎÔÉÆÉÅÄ ÁÓ Ȱ#ÏÍÐÌÅÔÅÄȱ ×ÈÅÎ ÅØÐÏÒÔÅÄ ÔÏ ÔÈÅ #3 #ÏÒÅ ÓÏÆÔ×ÁÒÅ. Use the 

Save Checked button to include ÔÈÅÓÅ ȰÃÈÅÃËÅÄȱ ÁÃÔÉÖÉÔÉÅÓ ÉÎÔÏ ÁÎÁÌÙÓÉÓ ÏÎ #3 

Core.  

 

Note: Once an activity ÈÁÓ ÂÅÅÎ ȰÃÈÅÃËÅÄȱ, the participant 

can no longer access the activity to make changes. 
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QUESTIONS SCREENS (Project Administrator Only)  
This section discusses screens used to define and manage participant 

questions.  These questions may be asked at any of the key stages of 

participation; brainstorming, sorting, or rating.  Responses from these 

questions are used during the analysis and mapping phases of the project, to 

compare maps of responses between specific participant subgroups. 

A reminder: respondent questions can be asked at the brainstorming phase 

of a project, as well as the sorting and rating phases. Collecting this data at 

the brainstorming phase allows the Administrator to summarize 

information about those who participated, but does not allow connection of 

specific statements to specific individuals.  Collecting this data at the sorting 

or rating stages allows for subgroup comparison analyses. 

 

Questions/Demographics  

The Questions/Demographics screen allows the Administrator to create and 

manage a list of demographics, or descriptive participant questions, that 

participants answer before they begin an assigned activity .  

 

Figure 25:  Example of the AdministratoÒȭÓ 0ÁÒÔÉÃÉÐÁÎÔ 1ÕÅÓÔÉÏÎÓ ,ÉÓÔ 3ÃÒÅÅÎȢ     

Selection of questions depends on the goals of the project, but might include 

ÑÕÅÓÔÉÏÎÓ ÌÉËÅ Ȱ7ÈÁÔ ÔÙÐÅ ÏÆ ÏÒÇÁÎÉÚÁÔÉÏÎ ÄÏ ÙÏÕ ×ÏÒË ÆÏÒȩȱȟ Ȱ(Ï× ÍÁÎÙ 

ÙÅÁÒÓ ÈÁÖÅ ÙÏÕ ÂÅÅÎ ×ÉÔÈ ÔÈÅ ÃÏÍÐÁÎÙȩȱ ÏÒ Ȱ7ÈÁÔ ÉÓ ÙÏÕÒ ÇÅÎÄÅÒȩȱ  
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The label displayed in the Questions  menu (in the example above) is 

selected using the Question Label field of the Content Manager  menu.  This 

must be a singular word, because this label will also be used within other 

menus and participant screens, where a plural may automatically be added 

for these questions. 

Use the Participant Questions section of the Project Settings  menu to 

choose the project activity where these questions will be asked (shown 

below).   

 

Figure 26:  Example of the Participant Question Settings Found on the 

Project List Screen.   

The responses to these questions, aggregated across participants, are 

commonly used during the concept mapping process to ensure adequate 

representation and to help create Pattern Matching and other displays that 

compare results; for example, how staff rate ideas compared to 

management, or how public sector participant responses compare to those 

representing the private sector. 

The Questions  menu displays a list of existing questions, each with the 

following options: 

  - Takes the Administrator to the Edit menu to change question language.  

Click on the question title link in the list to reach this menu as well. 

 - Deletes specified question and the participant responses from the 

project.  This function will prompt the Administrator prior to deletion. 

 - Arrow  keys allow the Administrator to reposition this question up or 

down in the list to change the ordering of the questions. 



 

Concept Systems Global© Version 4.0 Software Guide  37 

The Preview button will display a preview of these questions as participants 

will  see them, and the Save Ordering button will save the order in which the 

questions will be displayed. 

To create new demographic questions, use the Add New Demographic button 

from the Questions  menu.  Question labels may be customized via the 

Content Manager  ÍÅÎÕȟ ÕÎÄÅÒ Ȱ'ÅÎÅÒÁÌ 0ÒÏÊÅÃÔ !ÒÅÁÓȱȢ 

Add New Demographic  

This screen allows the Administrator to add a question to the list in the 

Questions  menu. 

  

Figure 27:  Example of the Add New Demographic Screen.   

Enter a name for the question (which will serve as its title in the question 

list) and the question text, and select a Categorical or Continuous question 

type.  Once a question has been entered, text can be modified by using the 



 

Concept Systems Global© Version 4.0 Software Guide  38 

formatting bar icons for bold, italics, underline, numbering, bullets, or 

adding/removing hyperlinks, as shown above.  

Categorical questions ask the participant to choose from a prescribed list of 

choices that you provide, such as a list of professions or geographic areas. 

This option presents the Administrator with the following menu to enter or 

edit response choices: 

 

Figure 28:  Example of the Categorical Choices options for Participant 

Questions.     

The options buttons on this screen can be used to add, edit, remove or 

reposition Administrator choices within the list. 

Continuous questions ask the participant to enter a value within a numerical 

range.   

  

Figure 29:  Example of the Continuous Range options for Participant 

Questions.   

Enter the minimum value, maximum value and precision, the number of 

decimal places allowed for the answer.  For example, if the Administrator 

wishes to allow increments of 0.25 in a numerical answer, so that 
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participants can specify that they have been with the organization for, say, 

3.25 years, specify two decimal places. For two decimal places, enter the 

number 2 in the Precision field.  For whole numbers, use 0 or leave blank. 

Use the Save Question button ( ) to save changes when 

completed. 

 

Edit  Demographic  

The Edit Demographic screen allows the Administrator to edit a question 

selected from the list in the Questions  menu.  Its functionality is similar to 

the Add New Demographic function described previously.  Access this 

screen via the pencil icon ( ) next to each question, or by clicking on the 

question name.  

Questions Preview  

The Questions Preview screen displays a preview of questions from the 

Questions  menu, as they will be seen by participants.  Because this is a 

preview screen, it is read-only.  To make edits, use the Add New 

Demographic or editing functions from the Questions  menu. 

 

Figure 30:  Example of the Participant Questions preview screen.   
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STATEMENT SCREENS (Project Administrators Only)   
This section discusses screens used to import, export, and manage 

participant statements generated during the brainstorming phase of a 

concept mapping project. 

In most concept mapping projects, the statement process involves two 

phases: 

Á The generation of raw idea statements by participants 

ɉȰÂÒÁÉÎÓÔÏÒÍÉÎÇȱɊ.   

Á Idea synthesis2 in which the raw statements are reduced to a group of 

unique statements, edited for clarity and appropriateness to the project. 

The functions outlined here facilitate both phases of this process, including 

how to import added or replacement statement sets.  

 

Statements 

The Statements screen allows the Administrator to create and manage the 

list of statements generated from the brainstorming phase of a project. 

                                                           

2 Concept Mapping fo r Planning and Evaluation, by Kane and Trochim (Sage Publication, 

2007) contains a complete description of the idea synthesis process.  
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Figure 31:  Example of the Statements screen found in the Administrator 

Menu.   

Enter individual statements from participants using the Add New 

Statement  button, or import them in bulk from a text file using the Import 

Statements  button.  If statements have been entered, this screen displays a 

list of existing statements, each with the following options: 

  - Takes Administrator to the Edit Statement  menu to change statement 

data.  This menu can also be accessed by clicking on the link for the 

statement text in the list.  

 - Deletes this statement from the project.  This function will prompt the 

Administrator prior to deletion. 

 - Arrow  keys move the statement up or down in the list. 

The Save Ordering button will save the current statement ordering, and 

should be used whenever the statement set ordering has been changed by 

using the arrow keys. 
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The Export Statements button will prompt the Administrator to save or open 

a text file containing the current statement list. 

The Randomize Statements button ( ) will shuffle the 

statement list and re-assign all statement numbers.  

 

Note: Randomizing statements is a permanent operation 

and cannot be undone.  The Administrator will be prompted 

that this is a permanent operation.   

Add New Statement 

The Add Statement screen adds a new participant statement to the 

statement list in the Statements  menu. 

 

Figure 32:  Example of the Add New Statement Screen.   

This function is designed to input a few statements from the brainstorming 

phase of a project.  For large numbers of statements, the Import Statements 

function can be used (from the Statements  menu) to import a statement list 

from a text file (.txt) . 
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Import Statements  

The Import Statements screen imports a text file of participant statements 

from the brainstorming phase of a project. 

 

Note: This function will import only text (.txt) files.  To 

import files from other applications such as word 

processors or spreadsheets, convert the file contents to a 

text file first. 

 

Figure 33:  Example of the Import Statements screen.   

The following details are important for successful importing of statement 

lists.  Each statement must be on a single line in the text file.  There should 

be no header row in the file.  Click the Browse button and choose a file to 

import, then click Import Statements. 

When the Replace Statements check box is checked, all statements currently 

in the list will be replaced with the imported statements. 

Á When collecting and adding participant statements to get one complete 

and inclusive list, this box should be left unchecked so that new 

statements will be appended to the existing list.   

Á When idea synthesis has been completed, and the Administrator is 

prepared to input a revised and finalized statement list, this box should 
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normally be checked.  After input, the edited statement set will become 

the new set of statements. 

 

 

 

Edit Statement  

The Edit Statement screen allows the Administrator  to edit a statement 

selected from the list in the Statements  menu.  It works like the Add New 

Statement  function described previously.  Access this screen via the pencil 

icon ( ) next to each statement, or by clicking on the statement text. 

 
Figure 34:  Example of the Edit Statement Screen.   

 

Note: When the statement set is activated for sorting 

participation, the participant sorting screen will automatically 

be populated with both the statement set and default 

instructions.  Creation of a sorting screen via the Administrator 

menu will not be needed. 

Sorting instructions and options are addressed later in the 

software guide.  
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RATING SCREENS (Project Administrator Only)  
This section discusses screens used to create and manage the ratings, and is 

accessible via the Ratings menu.  Once a final set of statements has been 

established, the Administrator can ask participants to rate them on one or 

more scales.  For example, an Administrator can ask participants to rate 

each statement on a scale from one to five according to how important they 

think the statement is.   

The program allows a range of scale types.  The rating data is used to create 

cluster rating maps that show aggregated ratings of specific statements and 

clusters, as well as reports that display comparative rating data, such as 

Pattern Matches and Go-Zones. 

Participant responses to these ratings can be reviewed via the Review 

Participant Responses menu by clicking on the magnifying glass icon ( ) in 

each participant row on the Participants  menu. 

Ratings 

The Ratings screen allows the Administrator to create and manage one or 

more ratings, along with their rating scales, for the rating phase of a project. 

 

Figure 35:  Example of the Ratings List Screen.   

Enter new ratings using the Add New Rating button.  Once ratings have been 

entered, this screen displays a list of existing ratings with the following 

options: 
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  - Takes the Administrator to the Edit Rating menu to change rating data. 

(Click on the link for the rating label in the list to access this menu as well.) 

 - Deletes this rating from the project. This function will prompt the 

Administrator prior to deletion. 

 - Arrow  keys move a rating up or down in the list. 

The Save Order of Ratings button will save statement ordering during data 

entry.   
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Add New Rating 

The Add New Rating screen allows the Administrator to add a rating to the 

list in the Ratings menu, via the Add New Rating function. 

 

Figure 36:  Example of the Add New Ratings Screen.   

To create a new rating, enter the rating name (displayed in the ratings list), 

an abbreviation  (displayed in participant screens), the rating scale 
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instruction  text (describing the scale), and the rating value range  (the 

minimum and maximum scale values) and their labels .  

The type of participant Data Entry  (radio buttons, numerical entry, or 

dropdown menu) will default automatically depending upon the value range 

ɀ for example, a range from 1 to 2 will produce a yes/no choice, a range up to 

8 will produce radio buttons, and a range greater than 8 will produce an 

entry field. The Administrator may override this data entry type using the 

Data Entry  field. 

Once entered, the Administrator can highlight and modify rating scale 

instruction text using the formatting bar icons for bold, italics, underline, 

numbering, bullets, or adding/removing hyperlinks, located below the 

Rating name.  

The Preview button in the Add New Rating screen shows a preview of this 

rating scale as seen by participants. 

 

Edit Rating  

The Edit Rating screen allows the Administrator to edit a rating scale listed 

in the Ratings menu. Its functionality is similar to the Add New Rating 

function described previously. Access this screen via the pencil icon ( ) 

next to each rating scale, or by clicking on the rating name. 
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OTHER PROJECT MANAGEMENT SCREENS (Project 

Adminis trator Only)  
This section details screens for additional project management functions 

including: 

Á Creating and managing project bulletins displayed on a project home 

page. 

Á Creating and sending e-mail messages to project participants, such as 

invitations to take part in project phases. 

Á Creating an array of reports including participant progress, project data, 

and materials for manual project participation. 

Á Exporting project data to the CS Core application for analysis and 

mapping. 

Á Creating and maintaining internal notes. 

 

Project Bulletins  

This menu allows the Administrator to create bulletins that are displayed on 

the upper right hand corner of the project home page for participants to see 

when they log in to the project. 
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Figure 37:  Example of the Project Bulletins Screen. 

Use the Create New Bulletin button to compose and send a new bulletin. 

Existing bulletins are listed on this menu together with their creation date 

and display status (on or off), as well as icons that allow editing or deleting 

the bulletin: 

  - Takes the Administrator to the Edit Bulletin  menu to change bulletin 

text. 

 - Deletes this bulletin from the project. This function will prompt the 

Administrator prior to deletion. 

 

Create Bulletin  

The Create Bulletin menu is used to compose a new project bulletin. 

  

Figure 38:  Example of the Create New Bulletin Screen.   
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Options include: 

Template:  Select from an optional list of bulletin templates, including 

Brainstorming Bulletin, Project Completed Bulletin, and Welcome Bulletin. 

Subject: Subject line header for bulletin. 

Text:  Enter text of bulletin here. This field also contains a formatting menu 

of icons, similar to popular word processors such as Microsoft Word®, 

allowing the Administrator to perform text formatting activities such as cut, 

paste, bold/italic/underline, bullets and numbering, special symbols, text 

coloring, and inserting tables and pictures 

Enabled: Leave this box checked to display this bulletin on the project home 

page. When unchecked, it will not be displayed. 

Created:  Creation date for this bulletin, defaulting to the current date for a 

new bulletin. 

 

Edit Bulletin  

The Edit Bulletin menu is used to edit an existing project bulletin from the 

Project Bu lletins  menu. Its functionality is similar to that of the Create 

Bulletin  menu described above. Access this screen via the pencil icon ( ) 

next to each bulletin listed. 
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E-Mail Messages 

The E-Mail Messages menu allows the Administrator to create e-mail 

messages and send them to participant groups.  

 

Figure 39:  Example of the Email Messages Screen. 

Use the Create New Message button to compose and send a new message. 

Previously sent messages are listed on this menu, and clicking their links 

will allow you to view the message content and/or copy it to a new menu.   
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Create New Message 

The Create New Message menu is used to compose and send an e-mail 

message to specified members of a participant group. 
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Figure 40:  Example of the Create New Mail Message Screen. 

Options include: 

Template:  ! Ȱ"ÒÁÉÎÓÔÏÒÍÉÎÇ -ÅÓÓÁÇÅȱ ÔÅÍÐÌÁÔÅ ÃÏÎÔÁÉÎÓ ÄÅÆÁÕÌÔ ÔÅØÔ ÆÏÒ 

brainstorming invitation for participants with restricted registration.  

Recipients:  Select from one of several participant groups, including: 

Á All Associated With Project 

Á Assigned to Brainstorming 

Á Assigned to Brainstorming, not completed 

Á Assigned to Ratings 

Á Assigned to Ratings, not completed 

Á Assigned to Sorting 

Á Assigned to Sorting, not completed 

Á Assigned to Sorting and Ratings 

Á Assigned to Sorting and Rating, not completed 

Á Invited but never sent a message 

Á Invited but not yet accepted 

Á Project Administrators 

Subject: Subject line header for e-mail message. 

Text:  Enter text of message here. This field also contains a menu of icons, 

similar to popular word processors such as Microsoft Word®, allowing the 

Administrator to perform text formatting activities such as cut, paste, 
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bold/italic/underline, bullets and numbering, special symbols, text coloring, 

and inserting tables and pictures. 

The Administrator may also use the following predefined field values, which 

will be populated within the message text as follows: 

Á %name% - project name 

Á %abbr% - project abbreviation 

Á %admin_email% - e-mail address of project Administrator  

Á %url% - project URL 

Á %phone% - phone number of project Administrator  

Á %admin_name% - name of project Administrator  

Á %url_brainstorm% - brainstorming page URL 

Á %url_sort% - sorting page URL 

Á %url_rate% - rating page URL 

These abbreviations will be substituted for the actual text shown in the 

message sent to the recipients. 

Once a message is composed, the  button will send a test copy of the 

message to the sender, and the  button will send the message to the 

recipient list.  It is good practice to test each message before sending. 

 

Note:  The Administrator may also send other types of 

messages to participants with restricted registration (such as 

ÉÎÖÉÔÁÔÉÏÎÓ ÔÏ ÓÏÒÔ ÁÎÄȾÏÒ ÒÁÔÅɊȢ #ÈÏÏÓÅ ÔÈÅ Ȱ"ÒÁÉÎÓÔÏÒÍÉÎÇ 

-ÅÓÓÁÇÅȱ ÔÅÍÐÌÁÔÅȟ ÁÎÄ ÅÄÉÔ ÔÈÅ message recipients, subject 

and text as appropriate. 

 

View Messages 

When the Administrator selects a message link from the E-mail Messages 

menu, this menu displays a copy of this message. The Copy for New Message 

button will open the Create New Message menu with a copy of this message 

text. 
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Figure 41:  Example of the View Message Screen.   

 

Internal Notes  

The Internal Notes screen allows the Administrator to create internal notes 

for himself/herself, and other assigned Project Administrators, for reference 

purposes. Unlike bulletins created via the Project Bulletins  menu, which 

are displayed upon entry to a project, and viewed by all project participants, 

these notes are only visible via this Internal Notes  menu. 

 

Figure 42:  Example of the Internal Notes List Screen. 
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The Administrator can enter new notes using the Add New Note button. If 

notes have been entered, this screen displays a list of existing notes with the 

following options: 

  - Takes the Administrator to the Edit Note  menu to change note data. 

 - Deletes this statement from the project. This function will prompt the 

Administrator prior to deletion. 

 

 

 

 

 

 

 

 

 

 

Add New Note 

The Add New Note screen creates a new note from the Internal N otes menu 

that can be shared amongst the ÐÒÏÊÅÃÔȭÓ Administrators.  Enter the text and 

select Create to save it. 
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Figure 43:  Example of the Add New Internal Note Screen.  

  

Edit Note 

The Edit Note screen allows the Administrator to edit a note selected from 

the list in the Notes menu. Its functionality is similar to the Add New Note 

function described previously. Access this screen via the pencil icon ( ) 

next to each note. 
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REPORTS (Project Administrator Only)  
This section describes the screens that create reports the Administrator can 

generate using the CS Global© application. 

 

Reports  

The Reports screen allows the Administrator to generate any of several 

printer -friendly  forms or reports from the project data, and/or export 

project data for use in other applications. 

  

Figure 44:  Example of the Reports Screen. 
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Select one of the buttons shown on-screen to generate the corresponding 

report. Some of these reports reflect the work in setting up the project; 

others report on participant activities and their results.  

For all reports, the following applies: 

Á the Print-Friendly button at the bottom of each screen will display the 

content in a left-justified format suitable for printing,  

Á the Export Data  button will prompt the Administrator to open or save a 

file (.txt)  or (.xls) of the report content, 

Á the Return to Reports List button, located at the bottom of each 

individual Reports  screen, will return user to the original list.   

 

Note: When fields in each report are left blank, all 

information will be summarized.  

 

Reports include the following: 

Demographics  Report  

This report lists details for each demographic specified for a project, 

including the question name and text, question type (continuous or 

categorical), and allowable response values or ranges. 

Demographics  Details Report  

This report provides details of participant question responses, filtered by 

demographic name, assigned project phase(s), and response and completion 

status.  
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Demographics  Summary Repor t 

This report summarizes and optionally creates graphs of demographic 

responses, filtered by demographic name, assigned project phase, and 

participation status. 

Statements 

This report generates and/ or exports an ordered and numbered list of 

participant statements. 

Brainstorming Report  

This report generates and/or exports a graphical display of brainstorming 

participation data over a specified time interval. 

Rating Report  

This report lists details for each rating specified for a project, including the 

rating name, abbreviation, instruction , rating type and allowable response 

values or ranges. 

Rating Sheets 

This report generates a hardcopy rating sheet for use in manual paper-based 

participant rating input. It lists all statements (one per row) and its 

corresponding participant rating response. 

Sort Cards 

Exports statements as printed output as an Adobe Acrobat Portable 

Document® (PDF) file, in any of a variety of selectable sizes and formats, to 

use for manual paper-based participant sorting of statements. 

Participant List  

This report generates or exports a list of participants, with a selectable level 

of participant types and associated participant data. 
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Participant Sorting Report  

This report displays a list sorting data, filtered by participant type and 

participation status. For each participant, the report displays participant 

username, sorting categories, and the respective grouped statements.  

Participant Rating Report  

This report displays rating responses for all statements, filtered by rating, 

participant type and participation status. 
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Demographics  Report  

This report lists details for each demographic specified for a project. 

 

Figure 45:  Example of the Demographics Report. 

Data fields include the following:  

Name: A descriptive title assigned to this question. 

Question Text : The text of the question, as seen by participants. 

Type: Question type, set to either Continuous or Categorical. 

Minimum and Maximum (continuous questions only): Minimum and 

maximum allowable response values. 
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Precision (continuous q uestions only):  Optional number of decimal 

places allowed. This value is left blank or set to zero for whole numbers. 

Choice (categorical questions only):  Variables of individual choices for 

categorical questions. 
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Demographics  Details Report  

This report details participant question responses by participant assignment 

and participation status. The output of this report displays one participant 

ÐÅÒ ÌÉÎÅȟ ÓÈÏ×ÉÎÇ ÃÏÍÐÌÅÔÉÏÎ ÓÔÁÔÕÓȟ ÁÐÐÒÏÖÁÌ ɉȰÃÈÅÃËÅÄȱɊ ÓÔÁÔus, and the 

ÐÁÒÔÉÃÉÐÁÎÔȭÓ ÁÎÓ×ÅÒȢ  

 

Figure 46:  Example of the Demographic Details Report.   

Options include: 

Demographic : Select an existing question from the drop-down menu.  

Assignment:  An optional filter to select participants by project phase 

assignment. Choices include Brainstorming, Sorting, and All Ratings, All 

Ratings and Sorting, and each specified Rating. 

Status: An optional filter to select participants by participation status. 

Choices include Any Status, Not Completed and Not Approved, Not Completed 
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but Approved Anyway, Completed but not Approved, and Completed and 

Approved. An ȰÁÐÐÒÏÖÅÄȱ status indicates you have ȰÃÈÅÃËÅÄȱ participant 

data for inclusion in analysis. 

Use the Reset button to revert to default options, which will display all 

demographics and all participants regardless of assignment or status. 
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Demographics  Summary Report  

This report summarizes participant responses to a specific demographic 

according to assignment and participation status.  

 

Figure 47:  Example of the Demographics Summary Report. 

Options include: 

Demographic : Select an existing question from the drop-down menu. All 

questions will be summarized if this field is left blank. 

Assignment:  An optional filter to select participants by assigned project 

phase. Choices include Brainstorming, Sorting, All Ratings, All Ratings and 

Sorting, and each specified Rating. 

Completion Status: An optional filter describing the status of participant 

responses to the selected demographic.  Choices include Not Completed and 

Completed.  
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Checked Status: An optional filter describing participation  status for each 

assigned activity. Choices include Not Checked and Checked. 

Responses: Select whether to include Did Not Respond totals or Rows With 

No Responses.   

Types: Select demographic answer format to include in report, from Any, 

Categorical, or Continuous. 

Graph Options:  Check Add Charts to produce graphs of the summary 

output. If this option is selected, additional options include Hide Pile Labels, 

Hide Bar Chart Labels and Hide Values. 

Use the Reset button to revert to default options, which will summarize all 

responses.  
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Statements 

The statement report generates and/or exports an ordered and numbered 

list of brainstormed statements. 

 

Figure 48:  Example of the Statements Report. 
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Brainstorming Report  

This report displays brainstorming participation data, or statement entries, 

over a specified time interval. 

 

Note: This report is only useful for the duration of the open 

brainstorming activity, before you export the statement set to 

conduct idea synthesis.  

 

The moment in which you import the final statement set back 

into the system (for subsequent sorting and rating), the 

finalized statement set replaces the previous, original 

participant brainstorming activity . 

 

Figure 49:  Example of the Brainstorming Report. 
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The intervals are displayed in a bar chart, with the vertical axis indicating 

the number statements created, and the horizontal axis displaying the units 

within the time interval specified (month(s), day(s), and perhaps time(s)). 

The unit frequency displayed depends on the length of the time interval; the 

longer the time interval, the more units displayed, and vice-versa.  

Above the bar chart is a section displaying brainstorming and statement 

statistics for the specified time interval. Data includes: First Created, Last 

Created, Statement (with total numbers in parentheses), and Created (date 

and time).  

 

Note: One way to utilize this report is to track participant 

responsiveness to activity reminders.  

You may ask, for example, did participation increase the 

day(s) following my brainstorming reminder? If so, you 

may observe peaks on those dates, as shown in the bar 

chart above.  

 

Customizable fields include: 

Interval : Specify the brainstorming time period to show in the report. 

Variables include hourly, 2 hours, 4 hours, 8 hour, 12 hours, and daily.  

Start Date: Specify the day, month, and year for the start of the interval. You 

may also click on the monthly calendar icon ( ) to choose this date.  

End Date: Specify the day, month, and year for the end of the interval. You 

may also click on the monthly calendar icon ( ) to choose this date.  

The Hide Labels box can be checked to hide time interval units on the 

horizontal axis.  

Use the Apply Filter button to engage the time interval you selected and 

display that data in the bar chart.  
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Rating Report  

The rating report lists details for each rating specified for your project.  

 

Figure 50:  Example of the Rating Report. 

Data includes the following: 

Name: A descriptive title assigned to this rating, displayed in the rating list. 

Abbreviati on: Rating name displayed in participant menus. 

Instruction:   Rating scale text used as instructions in participant rating 

screens. 

Type:  Data entry type. Choices include radio buttons, numerical entry, or 

drop-down menus. 
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Values/Ranges:  Allowable values, listed as choices or minimum/maximum 

values and labels.   

 

Rating Sheets 

This report generates a hardcopy rating sheet for a single specified rating, 

for use in paper-based participant rating of all statements.  

 

Figure 51:  Example of the Rating Sheets Report. 

Options include: 

Rating:  Select a rating from the drop-down menu. The selected rating scale 

will appear to the left of each statement.   

Show Min/Max labels:  Controls whether labels for minimum and maximum 

range values are shown on the report. Consider using this option when 

rating scale values alone are not self-explanatory. 

Display background:  This option displays a shaded background behind 

every other statement to enhance readability. 
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Use the Reset button to revert to default settings, which clears the selected 

rating options. 

 

 

Sort Cards 

The Sort Cards Report exports statements as an Adobe Acrobat® Portable 

Document (PDF) file in a variety of sizes and formats, so that they can be 

printed  for participant  use in paper-based statement sorting.  

 

Figure 52:  Example of the Sort Cards Report. 

Options include: 

Card layout:  Select 1, 2, 4, 6, 8, 10 or 12 statements printed per 8 ½ Ø ρρȱ 

page. 

Font size: Select a small, medium, or large display font size. 

Hide print guidelines:  By default, card boundaries are displayed on the 

resulting PDF file, for ease in cutting the sheets into individual sort cards. 

This check box turns this feature off. 
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Repeat statement on each page: This option will display the same 

statement on each page, repeated for the number of cards specified above in 

the Card layout option. (For example, with 80 statements, and 10 cards per 

page specified, this option will produce 10 copies of each statement on each 

page for a total of 80 pages.) This option can help ease the process of 

collating statement cards into participant sorting decks.  The default setting 

prints each statement sequentially, so statements 1 ɀ 10 would be on the 

first sheet.   

Use the Reset button to revert to default options, which display 10 

statements per page in medium font, and deselects all other options 

mentioned above.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Concept Systems Global© Version 4.0 Software Guide  76 

 

 

 

 

 

Participant List  

The Participant List Report generates and/or exports a list of participants, 

with a selected level of associated participant data.  

 

Figure 53:  Example of the Participant List Report. 

Options include:  

Fields:  Check or uncheck options to display the participant Username, First 

Name, Last Name, Title, Organization, Phone Number, Cellular Phone Number, 
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Fax Number, Address Fields, or Assignments. Use the Apply Filter button to 

save these options.  

Type:  Select to display All Participants, Skip Anonymous Participants, or 

Display Only Anonymous participants. 

Rows per page: Select the number of lines to be displayed per page. Options 

include 10, 25, 50, 100, or 200 lines per page. 

Page: Using the arrows above the participant list, select which page of 

results to display from the drop-down menu. 

Use the Reset button to revert to the default values, which will display the 

Username, First Name and Last Name, for all participants. 
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Participant Sorting Report  

The Participant Sorting Report displays a list of sorting data by participant 

type and participation status, including sorting categories and their 

respective statements. 

 

Figure 54:  Example of the Sort Cards Report. 

Options include: 
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Type: Select which participants to include in the report.  Options include All 

Participants, Skip Anonymous and Display Only Anonymous. 

Status: Filter participants by participation status.  Options include All 

Assigned, Completed, and Completed and Approved.  

Show unsorted: This option will display statements that were not sorted by 

participants in aÎ ȰUnsortedȱ ÃÁÔÅÇÏÒÙȢ Use the Reset button to revert to 

default values, which displays all participants and each of their respective 

sorts. 
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Participant Rating Report  

The Participant Rating Report displays a list of rating responses by 

participant type and participation status for each statement.   

 

Figure 55:  Example of the Participant Rating Report. 

Options include: 

Rating:  An optional filter to select a rating from the drop-down menu.  

Type: You can select which participants to include in the report. Options 

include All Participants, Skip Anonymous, and Display Only Anonymous. 

Status: You can filter participants by assignment and participation status. 

Options include All Assigned, Completed, and Completed and Approved. 
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Show unrated:  This option will display statements that were not rated by 

participants in ÁÎ ȰUnratedȱ ÃÁÔÅÇÏÒÙȢ 

Use the Reset button to revert to default values, which display all ratings 

scales and responses for all participants.  
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Project Export to CS Core© 

This screen allows you to export your project and user data to the CS Core© 

application, to perform a concept mapping analysis, and generate maps and 

reports. Follow the detailed on-screen instructions in this section to export 

your file, import the file into CS Core©, and sign in to use the administrative 

functions of CS Core©.   

 

Figure 56:  Example of the Project Export to CS Core© Screen.   

To begin this process, you will need to export your CS Global© (.csg) file. 

Select the Export Project File button at the bottom of this screen. 
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Note: Once you export your data into CS Core©, any 

subsequent exports of data will overwrite the database 

already existing in CS Core©. 
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PROJECT PARTICIPATION SCREENS (Participant Access)  
This section lists screens that participants see during a concept mapping 

project. These screens can be previewed via the Project Preview  menu. The 

text for each of these screens can be easily customized for your project using 

the Content Manager  menu described earlier. 

  

Sign-up [for self -registration]  

This screen allows participants to register and create a profile for project 

participation.   

 

Figure 57:  Example of the Participant Sign-up Screen.   

Participants may register with a username or e-mail address (strongly 

recommended) that can both serve as an anonymous name within the 
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project, and as a means to sign in and sign out of project screens throughout 

their involvement with the project.  

For more information on self-registration, see the General Screens section in 

the Project Settings portion of this manual. 

 

Informed Consent  

This screen allows participants to accept or reject informed consent for 

voluntary project participation.  Participants will have the option to select 

Accept to participate in the project, or Reject to decline participation. 

 

Figure 58:  Example of the Participant Informed Consent Screen. 

  

Home Page 

This screen describes your concept mapping project and lists the project 

components that are currently in progress.  
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Figure 59:  Example of the Participant Project Home Screen.   

Participants can complete these activities in any order following the 

brainstorming activity ; they can select the link for the appropriate activity  

that they want to begin or continue completing. 

Registered users with a username and password may save their work at any 

time by ÃÌÉÃËÉÎÇ ÔÈÅ Ȱ3ÁÖÅȱ ÂÕÔÔÏÎ ÔÈÅÎ signing out of the project via the Sign 

Out link at the top of the screen.  Participants may return to the Project 

Home Page menu at any time to complete activities by signing in again, 

using the web address provided for this project. 

 

Demographics  

This screen prompts participants to answer the specific demographic 

question(s) created by the Administrator.   

 

Figure 60:  Example of the Participant View of the Participant Question 

Screens.   
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ParticipantÓȭ answers will be aggregated for use during subgroup 

comparisons of rating responses, in Pattern Matches and Go-Zone analyses.  

After answering the demographic question(s), participants can select 

to finish or  to exit.  Depending on the project, participants 

may be prompted to answer one or more questions. 

 

 

 

 

 

 

 

Brainstorming Page 

Participants will follow the instructions on this screen to generate 

statements that answer the focus prompt.  There is no limit on the number 

of statements a participant can add. 
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Figure 61:  Example of the Participant Brainstorming Statements Screen.   

Sorting Instructions  

Participants will follow the instructions on this screen to create the sorting 

categories.  Progress is tracked visually in a progress bar located above the 

unsorted statements in the Tabletop Sorting view, and above the sorting 

instructions in the Drag & Drop Sorting view.   

Participants can use the Switch View option in the top and bottom right 

corners of the screen to view the sorting activity as preferred.  The two 

options include Tabletop Sorting and Drag & Drop Sorting options (see 

below).  Both options show the same sorting activity  instructions, unless you 

modify the instructions via the Content Manager  menu. 

Once a participant has completed the sorting, the Administrator can access 

and Ȱcheckȱ participant data through the Review Participant Responses  

icon ( ) in the Participants 

list via the Participants  menu.  

With a Table-Top Sorting 

view (see below), the 

instructions appear directly on 

the screen and if closed can 

also be accessed by clicking 

the  button in the 

upper left portion of the 

screen.  The instructions 

window will remain visible 

throughout the sorting 

activity.  In this view, the list of 

unsorted statements is 

displayed in a column on the 

left side of the screen below the project focus prompt.   

Figure 62:  Example of the Tabletop Sorting Instructions.   
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To sort a statement, drag the statement onto the open portion of the screen, 

ÉȢÅȢ ÔÈÅ ȰÔÁÂÌÅ-topȱ.  The statement will display with a green check mark to 

indicate that the participant can move the statement to this location.  The 

system will ask the participant to name a pile for this statement.  Once the 

pile has been created, the participant can drag and drop other statements 

into this pile, or create new piles by clicking the  button or by 

dragging a statement to an open portion of the screen.  To save the sorting 

information, click .  The participant will be able to return to complete 

their saved work if they are registered using self or restricted registration.    

The view of the sort piles can be customized by ÃÌÉÃËÉÎÇ ȰMinimize Allȟȱ 

ȰMaximize Allȟȱ ÏÒ ȰArrange Allȱ ×ÈÉÃÈ ×ÉÌÌ ÁÌÉÇÎ ÔÈÅ ÓÏÒÔ ÐÉÌÅÓ ÉÎ Á ÇÒÉÄ ÏÎ ÔÈÅ 

screen.   

 

Figure 63:  Example of the Table Top Statement Sorting Screen.   
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Figure 64:  Example of the Drag and Drop Statement Sorting Instructions.   

With a Drag and Drop Sorting  view (see below), the sorting activity is 

displayed in two separate columns.  

4ÈÅ ÓÔÁÔÅÍÅÎÔ ÓÅÔ ÉÓ ÄÉÓÐÌÁÙÅÄ ÉÎ ÔÈÅ ÌÅÆÔ ÃÏÌÕÍÎ ÕÎÄÅÒ ȰUnsorted 

StatementsȱȢ  The length of the statement list can be customized by clicking 

on Display Fewer or Display More options above the statement list.  

4ÈÅ ÓÏÒÔÉÎÇ ÃÁÔÅÇÏÒÉÅÓ ÁÒÅ ÄÉÓÐÌÁÙÅÄ ÉÎ ÔÈÅ ÒÉÇÈÔ ÃÏÌÕÍÎȟ ÕÎÄÅÒ Ȱ9ÏÕÒ 

#ÁÔÅÇÏÒÉÅÓȱȢ  The participant creates new categories into which individual 

statements will be dragged and dropped based on their perceived similarity. 

The list of categories may be customized with the following: the Collapse All 

option hides statements sorted into each category, showing the Count; the 

Expand All option lists all categories, statements and Count; and the 

Alphabetize option lists the sorting categories in alphabetical order.  

Sorting categories may also be customized individually.  The participant may 

Expand or Collapse a particular category by clicking on the arrow to the left 

of each sorting category ( or ).  Categories can also be moved up or down 

the list by clicking on the bolded arrows ( ) to the right of each category 

name. 
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The Save Sorting Information button will save the current sorts.  Participants 

can return to this screen to continue sorting at later time, if the participant is 

registered using self or restricted registration.   

 
Figure 65:  Example of the Drag and Drop Statement Sorting Screen.   

General Rating Instructions  

Participants will follow the instructions on this screen to rate each of the 

statements in the list according to the rating questions and scale(s) the 

Project Administrator established.  Progress is tracked visually in a 

ȬÐÒÏÇÒÅÓÓȭ ÂÁÒ ÌÏÃÁÔÅÄ ÁÂÏÖÅ ÔÈÅ ÒÁÔÉÎÇ ÉÎÓÔÒuctions. 
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Figure 66:  Example of the Statement Rating Screen.   

The  button will save the current rating information, 

which participants can return to later if they were registered using self or 

restricted registration.   

Once rating activities are complete, the Administrator may access and 

Ȱcheckȱ/ȱapproveȱ participant data through the Review Participant 

Responses icon ( ) in the Participants List, via the Participants  menu.  
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Example: Reorganizing a Social Service Agency 

Perhaps the best way to understÁÎÄ ÔÈÅ ÐÒÏÇÒÁÍȭÓ ÃÁÐÁÂÉÌÉÔÉÅÓ ÉÓ ÔÏ ÅØÐÌÏÒÅ 

a sample project3 for the North County Department of Social Services. The 

following overview summarizes the basic steps of concept mapping, 

including data input, map analysis and interpretation, and pattern matching, 

using the program capabilities described in previous sections of this 

Software Guide. This section will give you valuable insight into the key steps 

of a Concept Systems© Global project, as a facilitator and/or  Project 

Administrator of the concept mapping process. 

Client History  

The North County Department of Social Services (NCDSS) serves a rural 

county of 200,000 residents as the provider for government-sponsored 

social programs such as welfare, food stamps, domestic violence 

intervention, foster care and child protective services. In addition to their 

own direct efforts, the Department maintains relationships with other area 

social services providers such as homeless shelters, faith-based 

organizations, mental health agencies and substance abuse treatment 

providers. 

The Department recently came under new leadership following the 

retirement of the Administrator who had led it for the past 18 years. The 

ÎÅ× ÌÅÁÄÅÒȟ *ÏÈÎ 2Ȣ Ȱ*2ȱ 'ÁÒÖÅÙȟ ÈÁÓ ÊÕÓÔ ÒÅÌÏÃÁÔÅÄ ÔÏ ÔÈÅ ÁÒÅÁ ÁÆÔÅÒ Á 

successful tenure managing several smaller non-profit agencies in a large 

urban area in another part of the state. His arrival came at a challenging time 

                                                           

3 Concept Mapping for Planning and Evaluation, by Kane and Trochim (Sage 

Publication, 2007) contains additional examples  of concept mapping projects, 

including projects related to planning and evaluation.  
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for the agency, shrinking budgets and a workplace culture that is widely 

perceived to be in decline. 

This change in leadership was precipitated in part by a well-publicized child 

welfare incident, in which the Department came under intense scrutiny by 

the local media for its handling of a neglected child in one of its client 

families. The new Administrator came into the job intending to re-organize 

the Department and, in the process, determine how to improve both its 

culture and performance. 

The Issue  

The North County Department of Social Services decided that they needed to 

undertake a comprehensive planning process to determine how best to 

reorganize its workplace functions and processes.  

There were several issues that motivated the new AÄÍÉÎÉÓÔÒÁÔÏÒȭÓ ÄÅÃÉÓÉÏÎȟ 

including:  

Á A negative workplace culture marked by low employee morale, high 

levels of turnover, frequent fighting between departments, and a 

ÐÅÒÖÁÓÉÖÅ ÁÔÍÏÓÐÈÅÒÅ ÏÆ ÄÉÓÒÅÓÐÅÃÔ ÁÍÏÎÇ ÔÈÅ $ÅÐÁÒÔÍÅÎÔȭÓ ÆÒÏÎÔ ÌÉÎÅ 

employees towards the clients they serve. 

Á A decline in funding as a result of several rounds of state budget cuts in 

recent years. 

Á A state-level mandate for the Department to be more accountable for its 

performance, requiring more data to be captured and reported about its 

activities. 

 

There were also a number of recurring questions that they struggled with:   

Á What kinds of interventions could improve the morale and culture of the 

workplace? 
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Á How could the Department best improve relationships with its clients, 

its partners and the surrounding community?  

Á What investments need to be made in IT infrastructure to better serve 

clients and meet state reporting requirements? 

Selecting the Participants  

The new Administrator (JR) assembled a small team of ten people to run the 

planning effort.  Of the ten, five were involved in client service and five were 

in administration .  In addition, five were classified as managers and five 

were front-line staff.  The group varied in how long each person had been 

with the Department. 

Focus Prompt and Brainstorming   

#ÏÎÃÅÐÔ ÍÁÐÐÉÎÇ ÉÎÖÏÌÖÅÓ Á ȰÆÏÃÕÓ ÐÒÏÍÐÔȟȱ ×ÈÉÃÈ ÇÕÉÄÅÓ ÐÁÒÔÉcipant 

brainstorming, producing ideas for subsequent sorting and rating. For 

NCDSS, the focus prompt was as follows: 

A specific action that the North County Department of Social Services could 

implement over the next five years to improve its culture and level of service 

ÉÓȣ   

Participants brainstormed ideas to complete this sentence to create the 

statement list.   

Sorting  

Each Participant sorted the statements into categories based on how 

similarly they felt statements related to one another.  All participants 

completed this activity on their own, and also provided labels for each of the 

categories they created.  Participants avoided the use of miscellaneous piles, 

and any statements that they were unsure how to sort were left unsorted.   

Ratings 
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The group decided to rate the importance of each statement.  In addition, 

they decided to have the manager of the client service and administrative 

teams each complete Á Ȱ.ÅÅÄÓ !ÓÓÅÓÓÍÅÎÔ 2ÅÓÐÏÎÓÉÂÉÌÉÔÙȱ ÒÁÔÉÎÇ ÔÏ ÕÓÅ ÉÎ 

dividing the responsibility for subsequent needs assessment work between 

the two teams.  Each team would complete the needs assessment in areas of 

their primary responsibility, as a means of understanding how each team 

perceives their respective responsibility.  

Signing on to the system  

As a Project Administrator, t he first tool you will use for your project is CS 

Global©, a web-based interface for managing the project.  To enter CS 

Global© go to www.conceptsystemsglobal.com and enter the username and 

password that was provided to you when you purchased your license.   

 

Figure 67:  Example of the CS Global Sign-in Screen.   

After you log in, you will see a home page showing all of your active projects. 

http://www.conceptsystemsglobal.com/
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Figure 68:  Example of the Project List Screen.   

Select your project ɀ ÉÎ ÔÈÉÓ ÃÁÓÅȟ Ȱ3ÔÒÁÔÅÇÉÃ 0ÌÁÎÎÉÎÇ %ØÁÍÐÌÅȱ ɀ by clicking 

on the hyperlink.  You can return to this home page at any time by clicking 

the Home icon ( ) at the top right hand corner of the screen. 

Project setup  

After selecting your project, you will see the AÄÍÉÎÉÓÔÒÁÔÏÒȭÓ project home 

screen, which shows the project status and next steps.  In the case of our 

current example, the screen will show all key project steps as not yet 

complete. 

 

Figure 69:  Example of the Administrator Project Home Screen.   
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If this is the very first time you are entering this project, you will be asked to 

review and approve a Project Confidentiality Statement  outlined in the 

Appendix of this Software Guide.  This is a one-time prompt asked at the 

beginning of each new project. 

Next, you will set up the focus statement and other participant options using 

the Project Settings  menu. 

 

Figure 70:  Example of the Project Settings Screen.   
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The focus prompt  provides instruction to the participants about what to 

focus on during the brainstorming activity .  It is often an open-ended 

statement to be completed by participant responses; for example, the focus 

prompt for this project is: 

A specific action that the North County Department of Social Services could 

implement over the next five years to improve its culture and level of service 

ÉÓȣ 

After entering the focus prompt, you will be able to choose registration 

options for each phase of the project.  For example, you can specify 

restricted registration for some or all of the phases of the project.  Restricted 

registration allows the Administrator to  maintain control over who can 

participate by assigning individual usernames and passwords, and also 

allows the Administrator to track who has completed each project phase. 

Other options include anonymous participation and self-registration which 

allows the participant to create their own unique username and password.   

Participant Questions  

Next, you are able select the questions (demographics) that you will ask 

participants to complete during the brainstorming, sorting, and/or rating 

process.  You can create demographics by using the Add New Demographic 

button from the Questions menu, which brings up a screen for creating and 

editing participant questions.  (The label field is defined via the Content 

Manager  menu.  )Ô ÄÅÆÁÕÌÔÓ ÔÏ ÔÈÅ ÖÁÌÕÅ Ȱ0ÁÒÔÉÃÉÐÁÎÔ 1ÕÅÓÔÉÏÎȱȟ ÁÎÄ ÉÎ ÔÈÉÓ 

ÃÁÓÅ ÈÁÓ ÂÅÅÎ ÓÅÔ ÔÏ Ȱ$ÅÍÏÇÒÁÐÈÉÃȱȢɊ   

In this example, participants were asked to answer the following three 

questions: 

Á How many years have you been with the organization? 

Á Are you a manager or staff person? 

Á Are you a part of client service or administrative staff? 
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The answers to these questions will be used later to compare maps and 

results between different groups if they are asked during the sorting and 

rating phases of the project.   

 

Figure 71:  Example of the Add New Participant Question Screen.   

Entering Ratings  

Next, you must enter the ratings (Importance and Needs Assessment 

Responsibility) described in the case example.  To set these up, select the 

Add New Rating option in the Ratings menu, which will bring up a screen for 

creating and editing ratings.  

Here, you will enter the ratings: 

¶ Importance:   

Rate each statement on a 1-to-5 scale where: 1=relatively unimportant; 
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2=somewhat important; 3=moderately important; 4=very important; 

5=extremely important. 

¶ Needs Assessment Responsibility for managers:   

Rate this 1=Yes if you think your office should be responsible for the 

needs assessment on this item; rate 0=No if you don't.   

 

Figure 72:  Example of the Add New Rating Screen.   

After you create these ratings, they can be edited by the Project 

Administrator using the Ratings menu.   
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Figure 73:  Example of the Rating List Screen.   

Entering Participants  

Next, you will  define the participants using the Add New Participant option 

in the Participants  menu.  This will prompt you to enter individual e-mail 

addresses.  

 

Figure 74:  Example of the Add New Participant Screen.   

You can also add a list of participants in bulk entry, using e-mail addresses 

only, by entering or copying and pasting a list of e-mail addresses separated 

by spaces, commas, tabs, or carriage returns. 
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Figure 75:  Example of the Bulk Participant Entry Screen.   

Once you complete these steps for each participant, you will see the 

completed participant list as shown below.  Please note that if you are 

including a participant who has already participated in a project on the 

Concept Systems Global website, you will be able to add them to your project 

but will not be able to view, edit or reset their password.  In this case, the 

ÐÁÒÔÉÃÉÐÁÎÔ ÃÁÎ ÏÂÔÁÉÎ ÔÈÅÉÒ ÐÁÓÓ×ÏÒÄ ÂÙ ÃÌÉÃËÉÎÇ ÔÈÅ Ȱ&ÏÒÇÏÔ 0ÁÓÓ×ÏÒÄȱ ÌÉÎË 

on the sign-in page.   

 


























