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Introduction: The Concept Mapping Process

Welcome!

Ideas are everywherez and when harnessed and put to use, the ideas of a
stakeholder group represent a valuable strategic resource for your
organization. The Concept Systeﬁﬁgives you the power to understand how
groups think, using a proven quantitativeand qualitative methodology that
captures the results of a group problenrsolving process into a topography of
thought z 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 Systeﬁﬁcombines the power of the widely useadoncept
mapping methodology with a web-based interface (Concept Systems
GlobaP) that allows you to harness the ideas of groups in settings ranging
from local on-site projects to largescale, geographically distributed
stakeholders across the globe. Comb&a with a proven analysis engine and
reporting tool resident on your personal computer system, the @hcept
Systems GlobaP interface allows true distributed management of a concept
mapping project.

Certain technical and methodological pre&knowledge is heldul. Concept
SystemsGlobaP 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 Systemapplications 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.

Cocept Systems GlobalVersion 4.0 Software Guide 1



This guide will show you how to putConcept Systems Globalto use in your
own projects, beginning with a stepby-step overview of the concept

mapping process in this section, followed by a detailed discussiarf

program features for each step of the processnd a stepby-step example to
guide your initial project efforts. Combined with handson facilitator

training from Concept Systems, Inc., this document represents your personal
roadmap for unlocking the paver of group thought.

An Overview of Concept Mapping *

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 facus prompt
individually sort these statements into categories of similar ideas, rate each
statement on one or more scales, @hinterpret the maps that result from the
data analyses.The results of a concept mapping process can include outputs
such as the following:

! 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 toone another. In a similar manner point rating mapsgraphically
display the relative ratings of these ideas via the heiglaf each point, as
shown by the stacked pointsin Figure 2.

Cocept Systems GlobalVersion 4.0 Software Guide 3



Point Legend HE3
Layer Value 24§ E 60 ﬁﬁ77
1 2.00to 2.58 9
2 258t03.16 E,Dﬂ 31g “E 3
3  3.16t03.74 B35 " 27 HB19 5644
4 3.74to4.32 Y 3 ”Di’?ﬁ E g
5 4.32to0 4.90 g 34 11
gl 58 B~ 47
g 7 4g g
Egé 873 §42'3 59%2595
62 42 . B 30 "S- 4143 7458
=)=} H 13 O g
=318 10 . "2 Hedoo g H a0 :
75876 g lﬁ 72 56
" 22 ﬁ 18 ﬁ 70 o
[m]
= 33 23 E 38 Q 26 o 2315
61 ?8 5
"5 g 49 12070
oo 5 H
407 66 DEE4D 18 Beg  Of

Figure 2: Point rating map.

A cluster mapshows the grouping of similar ideasnto clusters, as shown in
Figure 3. Cluster rating mapssuch as the one shown itfrigure 4, graphically
display the relative averaged ratings othe ideas contained within each
cluster. In this latter figure, the height orlayers of a cluster indicates the
relative average value of its contents.
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A Pattern matchingreport displays absolute or relative cluster ratings
between two cluster sets, such as different demographic groups, points in
time, importance or fessibility.

Importance Needs Assessme
4 452
Information Technolog Employee Issue
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Figure 5: Relative Pattern matching report of cluster importance ratings for
managers compared to staff.

A Gozonereport graphically displays which ideas are above or belowne
mean across two separate rating criteria or participant groupswithin a
specific cluster of ideas.
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Figure 6: Gozone report of importance ratings for managers compared to
staff, for the Employee Riations/Communication cluster.

In addition, a wide variety of specific reports are now available in Version 4
of The Concept Systeﬁ‘l, including reports on statements, clusters, users,
and respondent questionsprainstorming intervals, as well asprintable
documents and spreagheets for manual sorting and rating of statements.
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Using The Concept Systen" in Concept Mapping

The Concept SyStteShiS a proprietary software tool that you use to define
and execute a concept mapping process, and to perform the anasyef
project data and generate concept maps and other reports. To do a project
using Concept Systems Globalyou will use two different software packages
that work together:

Concept Systems Global (CS GlobaP) is aweb-based applicationthat lets
you define, manage, and run a concept mappimgoject. Its functions

include: defining the project and its focus prompt adding and managing
participants, creating a database of brainstormed statemds from
participants, sorting and rating the statements, and exporting the project for
analysis and mapping usinghe Concept SysteﬁHCore (CS Co® module
described below.

A key feature of CS Globais the ability for participants to interact with the
concept mapping process remotely via the InternetAs 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 Systerrf‘ Core (CS Core) is a standalone, P&esident
application used to perform the concept mapping analysis and generate
results, including concept maps, pattern matching, geones, andeports.

Cocept Systems GlobalVersion 4.0 Software Guide 8



Note: CS Core also contains simplified versions of many of tf
same functions as CS Glolsglallowingyou to use it as a
stand-alone program to manage concept mapping projects
that do not require the Internet z for example, a project
involving a small onsite group of stakeholders.

By comparison, CS Globakllows 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 thigprocess to CS
Core for analysis and mapping.

Together, these two modules provide an integrated process for a concept
mapping project by involving nultiple groups of stakeholderswhich may
potentially include:

A

Afacilitator oversees he concept mapping process, interastwith
participants, coordinatesbrainstorming, sorting, and rating processes,
performs the analysis, and leasl the nterpretation of maps and results.
The facilitator is often theProject Administrator for the software, though
the facilitator may delegate this role to someone elselhe Project
Administrator is assigned a username and passwordith the purchase
of a project license.

A planning groupis established by the facilitator whohelps 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 scalesparticipant demographics, and naming
clusters.

One or moreparticipant groupswhich are involved with brainstorming,
sorting, rating, and, the use ofresults and evaluaton of activities.

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

The end result of this process is a@nable 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 overwvie of

the functions of CSGlobaP Version 4.0 with detailed descriptions of each of
its screens by functional area, followed by a complete stdpy-step example

of a sample concept mapping project
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The following section provides detailed instructions for using each of the
project menu functions in CS Glob@&| as well ascreating reports and
participant input screens. A subsequent section provides a detailed, stelpy-
step example of using CS Glolsalo manage a concept mappingroject. 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 anihtuitive to use and simplifies the
process ofharnessng ideasand opinions of stakeholdersfor action.

If you need technicalassistance, weprovide servicesto help. The closing
section of thisSoftware Guide provides information on further resources for
concept mapping, as well asontact detailsfor how to get in touch wih
Concept Systems, Inc. (CSI) for additional support.

Concept Systems Global: Functional Summary

The following Functional Summarycontains detaileddescriptions of each
individual screenthat may beencountered duringthe various phasesof a
project in CS Global. It applies to boththe person running the project,
(Project Administrator ), as well asthe participants who visit the website to
participate in the project.

The functional summary is outlined as follows:

A First, headers(boxed, gray, and in boldyepresent entire sectionsof this
software guide.

A Secondheaders(underlined, in bold, and capitalized)represent
functional sections of CS Globalffor the Project Administrator.

Cocept Systems GlobalVersion 4.0 Software Guide 11



A Third, headers(in bold and turquoise) indicate the presence and
description of CS Globa&lscreens, as seen by eithdéhe Project
Administrator, or project participants.

The Table of Contents is an excellent toolto 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 il€oncept Mapping for Planning and
Evaluationby Mary Kane and William M.K. Trochim (Sage Puddtions,

2007). Additional guidance isprovided through additional products and
services by Concept Systems, Inc., such@ancept Mapping Facilitator
Training and/or Advanced Trainingwhich we conduct regularly.

CS Global is aweb-based application ttat provides clear guidance to the
user at each screenThis section provides a detailed overview ofhe
screens, their purposes, and available optionsThere are two ways to
request assstance at any time while you are using CS Global

A TheHelplinks, in the upper right-hand cornerand at the bottom of the
screen, provide online assistance and is available at any time

A 041 11 avalab® @iyihere you see the blue question mark icon

(), provides short descriptions of individual fields and functionson
specific screens

A The Home icon M), in the upper right-hand corner of the screen
return sthe user to theproject home page.

Cocept Systems GlobalVersion 4.0 Software Guide 12



GENERAL SCREENBroject Administrator Only)

The General Screensectiondescribesscreens thatare usedto enter,
configure,and manage a concept mapping project using CS Gléharhese
screens and their functions are available t®roject Administrators only. The
functions discussed here include:

Signin

Project home page and status

Project settings

Content management of pract data screens

Previews of participant data screens and URL addresses

=A =4 =4 -8 =4

Concept Systems Global® Sign-in Screen

—~

| = CS GLOBAL
X

- Y
To log in to your current projects,
enter:

User name or e-mail address

Password

@ SIGNIN ]

Sign Up
View Project List
Forgot Password

English / Canadien francais /
Deutsch [/ francais

To enter Concept Systems Global, sign in now. L
This page is the common Concept Systemns Global Sign In page. Use this page to sign in to

a Concept Systems Global project if you already have an account. If you do not have an
account, then you need to use your project's specific URL. Please contact your project
administrator if you do not have your project’s URL. Some administrators have chosen to list
their contact information with us. Please click the View Project List button to see if your
project and administrator's information is listed.

Figure 8: Concept Systems Global SignScreen.

This is the first screenthat is seenafter entering the Concept Syems Global
URL in your browser[www.conceptsystemsglobal.com] Sign inis

Cocept Systems GlobalVersion 4.0 Software Guide 13



accomplished byusing the user nameor e-mail address and password
assigned to you byConcept Systems Inc

Below the Signtin button there are threehyperlinks to use tosign up br a
new account, view your existing project list, or retrieve a lost password.

Concept Systems Global® Home
The Concept Systems GlobalP Home page is the entry point to the Concept
Systems Global applicatiomnceyou hawe signed in. It contains a list of your
current project(s). Click on the hyperlink for a project title to enter the
desired project.

Concept Systems Global Home

Welcome admin {fthis is not admin, please click herg)

My Projects (please choose one to begin)

1. Sirateqic Planning Example

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

The Project Home screefists your current project status, and ighe portal

for the remaining activities in your project.

Service Quality Improvement Home
YOU ARE THE PROJECT ADMINISTRATOR

STATUS OF PROJECT:

« Brainstorming open
e Sorting closed
e Importance closed
e [leeds closed

This text will show up on the project home page, where all participants
can see it each time they sign in to your project.

SUMMARY STATISTICS:

d started finished checked

Project 70 68 na na
Questions 16 16 11
Brainstorming 57 49

Sorting 15 9

Importance 15 5} 1

Needs Assessment 13 4

&ECOOA pmnd %Al i A

Features include:

Project Messages

(February 5, 2008) test

Brainstorming Bulletin

(August 23, 2007) Perhaps this contains brainstorming
instructions.

Welcome Bulletin

(February 13, 2006) Welcome to the project!

Status of Project: This sectionprovides information about what parts of
your project are open (ongoing) or closed (completed)Open project areas
are shownin green and closed project areas red.

Cocept Systems GlobalVersion 4.0 Software Guide 15



Note: The brainstorming section ofa 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 opeit any given
time is controlled via the Project Settings menu.

Summary Statistics : The Summary Statisticsection provides a visual
overview of the overall project status, including how many participantshave
been assignedwhich participants have started and finished their activities,
and which datayou have®heckedd The Summary Statisticsectionis used
and viewed solely byyou and otherauthorized Project Administrators .

Project and Administrator Menu Options
Once you have logged in to a project, the left sidetbk screen will provide a
listing of the main program options, as shown in the corresponding figure.
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fat Project Home Link to main page

My Account Account options
Edit Brofile -View and edit account profile
Change Password -Change password
Sign out -Sgn out
-Manage project phases and create focus

Project Settings
statement
Content Manager . ) )
, ) -Customize screen telinstructions
Project Presiew

Participants (14 of o) -Review participant screens

Questions (3 of ca) -Create/manage participants and their data

Statements  (so) -Define participant questions/demographics
Ratings (2ot oo) -Manage brainstormed statements

Froject Bulletins (3 -Manage statement ratings

E-Mail Messages (2) -Create/edit/send participant bulletins
Reports

-Create/edit/send participant e-mail
Export to C5Core communication

liuizrizl Mates o -Generate data and/or analysis reports

MrmA + mvminnt AAata +A PO NAavAa fAar AnahiAiA

Figure 11: CS Global My Account and Project Administrator Menus.

Project Settings

The Project Settings screeenablesthe Project Administrator to set

configuration options foraD OT EAAOh A A AédusistatérieAt DOT EAA OGS
control open and closedactivities of a project, andto set levelsof accesdgor

participant registration.
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Project Settings

Edit your project settings. Click on the help icons to get more information about each available setting.

General Settings Action
header text Service Quality Improvement ]
project abbreviation Strategic Planning 2]
project theme ocean - 2]
( Browse... ]
logo image file _ ]
[Tl check this box to remove the current logo
B specific action that the North County o
Department of Social Services could implement
focus staternent over the next five years to improve its culture 2
and level of service is..
Do Mot Include On Project List Page 7] 2]
brainstorm max chars e
Demographics view Action
Ask demographics at brainstorming. [ @
Ask demographics at sorting. ]
Ask demographics at Importance. ]
Ask demographics at Needs. e
brainstorming Action
brainstorming active 9
brainstorming registration anonymous - ]
sorting Action
sorting active 2]
sorting registration selfregistration - 2]
rating: Importance edit add Action
importance active 9
importance registration selfregistration - 2]
rating: Needs edit add Action
needs active 2]
needs registration selfregistration - 2]
Save Settings Cancel

Figure 12: Project Settings Screen.

General Settings control basic options for the setup and display ofa

project. Fieldsinclude:
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A Header text: This field specifiesthe text that will be displayed in the top
header areaThere is an 80 character limit to the header text with or
without spaces.

A Project abbreviation: The project abbreviation is a unique shortened
version or acronym of a project name whch participants will use to
access the project, and will be partaheDOT EAAOS8 O Bs2, AAAOAO
only letters or numbers for this name, with no spaces or special
characters.

A Project theme: Choose from one of several prelefined color schemes
for your project, including screen colors, text colors and highlights, using
a drop-down menu. Options includeocean salmon steel earth, tree, and
tropical.

A Logo image file (optional license upgrade): This button allowsthe
Administrator to upload alogo image fie as a header for this application.
UseGyiféor Gpg&format with a maximum size of 50 pixels tall by 400
pixels wide, to fit in the header area.

A Focusstatement : The focusO O A O A1 grdmptdid typically an open
ended statemant that focuses participants on the goals of the project by
prompting them to brainstorm ideas that finish the incomplete
statement

A Do not include o n project | ist page: Select this check box to exclude
the project title and Project Administrator contact information from the
aggregatedProject Listpage maintained on
www.conceptsystemsglobal.com

A Brainstorm max ¢ hars: Sets an upper character length limit for
participant brainstorming statements.

The Participant Questions (Demographicg section contains check boxes to
specify ifthe Administrator wantsto collect answers to participant
guestions during the brainstorming, sorting, and/or rating phases o
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project. Please note that the questions asked durg 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 afproject, and set access and
response length options.

Note: TheSorting Activeor Rating Activeoptions cannot be
enableduntil there is a statement set in the systenand the
Administrator has unchecked theBrainstorm 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:

A Anonymous. Participants do not need to create an account, and can
participate in eachactive phasethe 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 returnto an incomplete sorting or rating
activity with the same anonymous user name

A Restricted registration. The Administrator must register participants
by creating a user name and password for each participan©Once
registered,the Administrator must assigneach participantto project
activities. Restricted registration is recommended for sorting and rating
activities, so that egisteredparticipants can visit the site multiple times,
using their registration information, to edit or complete their activities.

A Self-registration. Participants register themselvesby creating a user
name and password. Thegre 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 theilactivities.

Note: If different registration types for the sorting and rating
phases fora project are specified participants will see both
registration options from the participant sorting and rating
web pages.

Content Manager

The Content Manager menu letsthe Administrator customize the
introductory text of eachactivity page(brainstorming, sorting and rating).
It contains a list of participantactivities, linked to a screen wherghe
introductory text can be editedwith plain text and/or HTML codes.
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The tool enables you to customize the text in the introductory paragraph of each participant area. Note that this is
important instructional text that all participants will see and use. Click on the name of the area for which you want to

change the content. The areas and tasks are sequenced below in the order that a participant will see them.

General Project Areas

Content

{a. Informed Consent ::;f;ha;z;j;(igg Iijnfl.'rvicluals with knowledge about and/or experience 9
1b. Introduction To Project ]
lc. Home page Default valve ¥
1d. Question Label {sinqular) Demographic 2]
le. Question Label (plural) Defzult value 2]
1f. Answer questions instructions Defzult value &
1g. Sign-up [for self-registration] Defzult value 2]
1h. Informed Consent label Defzult value &
Li. Project Completed Message Default valie ]
Brainstorming Areas Content

2a. Brainstorming Instructions Defzult value &
2b. Focus Prompt Comments Focus Prompt Tool Tip Help ]
2¢. Brainstorming Thank You Defzult value &
Sorting Areas Content

tat t i

IB:S.tEU_;:_iErI?Sen_ Drag and Drop Sorting DefBult value 9
3b. Statement Drop Down Sorting INSTRUCTIONS: In this activity, you will categorize the

Instruct statements, according to... =

tat t t i

IBFICS.tEU_;:_iErI?Sen_ Tabletop Sorting Deful valse )
3d. Sorting Thank You Default value 2]
Rating Areas Content

4a. General Rating Instructions Default value 2]
4b. Rating Thank You Default valve ]

Figure 13: Administrator Content Manager Screen.

The link for each participantactivity displays eitherthe default introductory
text, signifying that it has not been modified, or theevised content.

Each line also contains the following icons:

" The pencil icon takeghe Administrator to the screen to edit tte page
text. The hyperlinked title of the participant activity pagecan also be clicked
to reach this screen.

X 4 EA O 8wl beeoinke fed and clickable once the default text has been

edited. Selecting this icon will deletethe project AAT ET EOOOAOT 060 ET O
text and revert to the default text br this page.
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J4ER NOAOGOEI1T 1 AOE EAiITh xEAT OAI AAOGAAR
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 toa 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 Wobd
allowing text formatting activiti es such as cut, paste, bold/italic/underline,
bullets and numbering, special symboldyperlinks, and text coloringfrom
external documents if desired

Your Content

Use the field below to enter customized text. Leave the text field blank to use the default text message, or enter a
SPACE character to prevent the display of any text.

Content Mame: 1c. Home page

.| This text wil show up on the project home page, where all participants can see it each time they sign
Default Text: | iy tg your project.

BERE SV O E
B |z lglix|xfizl=Eli=s=s =254 e
Format - | Font * | Sze - T3 ;| =] Source
Your Text:
Sawve Text Cancel

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 InformedConsentnotice and label,
project introduction , Home PageQuestionlabel and instructions, and
participant Sgn-up instructions.

Brainstorming instruction text, focus prompt @mments, and participant
thank-you text.

Sorting instructions, for O4 AAT AOT Bnd®$ OPEN Giob 31 OOET Co
views, and participant ThankYou text

GeneralRating instructions and participant Thank-You text

A button at the bottom of this screen( ___Free you changes >> |) 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 allowthe
Administrator to enter custom text for the field selected from this menu. The
Save Texbutton will save new custom text The Remove Your TexXiutton

will revert to the default text The Cancebutton will exit without saving any
changes.

These screens also contain a menu of icons, similar to popular word
processors such as Microsoft Word for text formatting.

Project Preview

The Proje ct Preview menu allowsthe 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, reagnly preview screens
cannot be modified. To change the contents of these screens, u:
the Content Manager menu.

Project Preview For Service Quality Improvement

From this page, you can preview each of the major screens that your participants wil see. You cannot make changes to
the data while in Project Preview mode. Choose any button below to see its preview.

DATA COLLECTION PAGES: MAIN PAGES:
Farticipant Questions | Froject Home Page |
Brainstoming Page | Informed Consent Page |
Stratement Tabletop Sorting | Froject Sign Up Page |
(orly used for selfregistration)

Statement Drag & Drop Sorting |

Statement Drop Down Sorting | PARTICIPANT LINKS:

httpsf/www.conceptsystemsaglobal.com/DEMO3/ brainstorm
| preview
http://www.conceptsystemsalobal.com/DEMO3/ sort
Rating: Needs Assessment | [preview]
http://www.conceptsystemsalobal.com/DEMO3/ rate
preview
https//www. conceptsystemsalobal.com/DEMO3/ sort/ rate
preview
Copy and paste these links to guide your participants
into your project when communicating with them.

SECURE PARTICIPANT LINKS:
(use of these will result in a slower server for your participants)
(click help for more information)

Rating: Importance

https://www.conceptsystemsglobal. corm/DEMO3/ brainstarm

preview

hitps://werw.conceptsystemnsglobal.com/DEMO3/sort
revigw

https://www.conceptsystemsglobal.com/DEMO3/rate
revien

https://www.conceptsystemsglobal.com/DEMO3/sort/ rate

preview

Copy and paste these links to guide your participants

into your project when communicating with them.

Figure 15: Example of the Project Preview Screen.

Available preview screens include:
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Data Collection Pages:

A

A

A

Participant Questions z Participant data entry screens used to respond
to participant questions.

Brainstorming Pagez Participant screen for entering brainstorming
ideas.

Statement Tabletop Sorting z Participant sorting using thedefault
tabletop sorting method.

Statement Drag and Drop Sortin g z Participant sorting using drag
and-drop.

Rating z Participant screen for entering ratings

Main Pages:

A

A

Project Home Page z The mainproject page

Informed Consent Page z A required page for participants to accept
terms of informed consent for the prgect.

Project Sign-Up Pagez Registration page for participant sek
registration option only.

Participant Links z A section providing a list ofweb links the
Administrator can cut, pasteor 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 ratingquestionsare
created in the system, somecseens for specific project sections
are grayed outor do not appearon the menu, andhus cannot
be previewed.
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PARTICIPANT SCREEN@roject Administrator Only)

This section outlines functions used to invite participants and manage their
concept mapping projectactivities. These functions irclude participant
registration, assignment, and review of responses.

The Participants menu allowsthe Administrator to view and manage
participants in aproject, and lists participation statistics for all participants.

Manage participants

Participants invited to a project using theself-registration or restricted -
registration options are displayed by user nameAnonymous participants
are displayed using a systergenerateduser name(such as ANON356).

Choose which participants to display by P ——— -

usingthedd B AT xT O$EODI Ajpiii
Optionsinclude: All participants, Only Only registered participants
RegisteredParticipants and Only | Only anonymous participants

AnonymousParticipants.

Figure 16: Example of the participants drop down menu.

All participants are listed in a table as shown:

Rows per page: 100 - L4 >»» Page 1 of 1
5 R1 R2

Ic al}u all ail =i User Name & First Last

A|[|Ms |[Ms |¥s |admin @X v
A s annesmith@concept.com @ X v Qs
A || s |FE | FE | ANON11636 @X va &
Al|Mc |Flc | Mc|anoni7ez2 @ X v Q&
A|Cl| Ve | g | ¥s | ANoN1ssd3 @K VA

Figure 17: Example of he 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:

IC Meaning Code Assignment Status Meaning Icon Action

I Invited B  Brainstorming Assigned & Edit Profile

A Accepted S Sorting 5 Started & View Profile

R Rejected R1 Importance F Finished Remowve From Project
R2 Meeds Assessment C Checked Assign Activities

X
4
Q. Review Responses
& Assume Identity

Figure 18: Example of the Participants Screen legend.

ThelC (invitation code) column listsa participant status ofl (invited), A
(accepted) orR (rejected). When aparticipant is addedvia the Add New
Participant button, he/she will have a status of until he/she accepsor
rejects the participation invitation via the informed consent page othe
project.

TheB (brainstorming) , S (sorting), and R1, R2, etc. (rating) columns can
be checked to assign each participant to brainstorming, sorting, and rating
activities, respectively.

Aturquoise dsymbol meansthe participant has started that particular
activity. This appears when the participant selects the project assigned
activity. A purple @&sgmbol means the participant hadinishedthat
particular activity. A green@#s§mbol meansyou haveO A E A AdE A A 6
Gupprovedd) the participant data, for inclusion in analysis in CS Core.

The First and Last Names column wikhow participants names ifthat
information is provided during self-registration.

The following icons allowthe Project Administrator to manage options for
each participant:

# - Takesthe Administrator to the Edit Profile menu to changeparticipant
profile information.

Cocept Systems GlobalVersion 4.0 Software Guide 28



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

X-$A1 AOAO OEA PAOOGEAEDPAT O AT A Al 1 &£ OE/
from the project. This function will prompt the Administrator prior to actual
deletion.

w" - Takesthe Administrator to the Assign Participant Activities menu,
where restricted registration participants can be assignedo 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. Savethese assignments during data entry usinghe
Save Assignmentsutton.

Q, - Takes you to theReview Participant Responses menu, where
participant sorting and rating responsescan be viewedand participant data
markedAO OAEAAEAAGh TiRESCAtSystenhtd Usé thishta
in the analyds process. Participant data can also be reviewed and checked
in the CSCore® software program, after all the data fromCSGlobaP have
been exported from the web.

&8 - Assumes the identity of the participant, and allowshe Administrator to

view and edita particularDPAOOEAEDAT(HSE O OAODPT T OA

Project Totals

Below the participant list a summary of participant and response totalsan
be viewed which liststhe number of participants who have been invited(or
have accessed the Informed Consent pagéhe 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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Project Totals (including anonymous participants, SAVE o scrolf to top
refresh statistics)

B s R1 R2 70 Invited 68 Accepted D Rejected
57 15 15 13 | Assigned

49 9 6 4 | Started

o 1] 1 0 | Finished

0 0 0 0 | Checked

Figure 19: Example of Project ParticipatiorSummary Statistics found on the
Participants Screen.

Add New Participant
The Add New Participantscreen allowsthe Administrator to add
participants to a project.

An Administrator can add individual participants, including optional name
and contact information, using he Add New Participanbutton. Multiple
participants can also be addedjuickly, by email address only, using the
Bulk Participant Entrybutton.

Add New Participant

Please enter the e-mail address or username of the person. If the person you wish to invite does not exist, you will have the
chance to create a person profile for them.

User Name or E-Mail: |

Cancel

Figure 20: Add New Participant Screen.

s xooA oz o~ P

After enteringal Ax DAOOEAEDPAT 08 O dontiadethutoh O OOAO

will take the Administrator to aNew Participantscreen to complete the
participant information.
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New Participant

* User Name: billbrowne@mail.com
* Password: *Herrreesesssassass
First name: Bill
Last name: Browne

Qrganization:

Title:

Address: 123 Plain Street

Address 2:
City: MNorthernville
State/Province: NY
Postal Code: 56738
Country: United States of America -
Phone: (111)222-3333

Cell:
Fax:
Qpt-Out:
Language: English -
* denotes required feld
_Cancel |

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

Fields labeled with a red star are requiredThe Administrator can add the

following contactinformation: UserName,Password First and Last Names,

Organization, Title, AddressPhoneNumbers and Languagelf the O pt-I1 O O &

box,is checkedthe participant will not receive emails fromthe Project

Administrator (s). Plea® note thatthe Administrator will not be able to view

IO AAEO A PAOOEAEDAT 060 DAOOxT OA EAE OEA(
in a different project onwww.conceptsystemsglobal.conusing the same

username.
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Bulk Participant Entry

The Bulk Participant Entryscreen allowsthe Administrator to add multiple
participants, using email addresses only, by entering or pasting a list ofe
mail addresses separated by spaceprmmas, tabs, or carriage returns.

Accessto this screenis via the Bulk Participant Entrybutton found at the
bottom of the Participants page

Bulk Participant Entry
Enter or paste a list of e-mail addresses of your project participants. These e-mail addresses can be separated by spaces,

commas, tabs, or carriage returns. They can also be entered via cutting and pasting e-mail addresses from a column of an Excel
spreadsheet.

Cancel

Figure 22: Bulk Participant Entry Screen.

Edit Participant

The Edit Participaion screen allowsthe Administrator to view and edit
registered participant O @ames and contact information.lt is similar to the
Add New Participant function described previously. This screencan be
accessedsia the pencil icon f‘) next to each participgant.

Assign Participant Activities
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The Assign Participant Activitiesscreen accessible via the check mark icon
in the Participants page ), allows the Administrator to assignrestricted
registration participants to brainstorming, sorting and/or rating, and project
administration activities.

Assign Participant Activities

This screen lets you assign activities for registered participants. (You can send an email to them later, using the E-Mail
Messagas area, inviting them to participate.)

Project: Service Quality Improvement
Username: annesmith@concept.com
Name:

Assignments

Brainstorming: ¥
Sorting: V| started
Importance: ¥
Needs Assessment: [
Project Administrator: (Assign full administrator access to this person)
Save Assignments Cancel

Figure 23: Assign Participant and Administration Activities Screen.

These assignments can also be made in tRarticipant s page by checking

the boxes£l O OEA OAOPAAOEOA AAOEOEMEAOSE AiT1 0O
These assignmentgan be savedluring the data entry using theSave

Assignmentdutton.

Review Participant Responses

The Review Participant Responsescreen acts as a tracking tool fathe
Administrator , displaying detailed progress onstatementsorting and rating
activities for a selectedparticipant. This screen can be accessed wiae
magnifying glass icon (\1) in each participant row d the Participants page
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Review Participant Responses

Please indicate each activity as Checked if the participant met your survey requirements. Please save your
changes at the bottom of this page to save the status as checked. Note that once an activity is checked then the
participant can no longer make changes.

User Name: annesmith@concept.com

Sorting: Checked [V: sSorted 82 of 82 statements into & categories
Opinions: drop box for gathering customer opinion that can be implemented /27

conducting needs assessment and program evaluation for improvement /17
hold weekly brainstorming sessions with program management teams /37
develop better processes for involving people across departments/functions /67
purchase more state-of-the-art equipment /57

Workplace: investigate potential safety issues in the workplace [87
coordinate the facilities' color schemes [127
develop an employee evaluation process for all levels of staff /23]
change policy to encourage ongoing training of all employees [187
close facilities that are too old or are underutilized /97
encourage more teamwork /257
start an in-house newsletter to improve employee awareness [26]
establish a 'quality circle' team approach for program employees [4]
move toward becoming a "learning organization" [35]
expand the number of program facilities by 25% in next five years /557
focus on only the most effective programs /427
improve cleanliness of offices and program locations /597
improve communication among employees [577
train management in not-for-profit management methods /727

Figure 24: Example of the Review Participant Rponses Screen.

4EA OUOOAT xEI 1 OOAOASsohgdXofN>hénientsEl O AAAE
intoYAAOACT OE A O®diNGG MO A 2AakddBigentamust sort at

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

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

7EAT A DPAOOGEAEDPAT 080 OAODY, thewillbe AOA OAEA.
EAAT OEEZEAA AO O#1 1 bl AOGAAG xE.ldethd @dDi OOAA
Save Checkeoutton to includle OE A ER AEGR A6 AAOEOEOEAO EIT OI

Core.

Note: Once an activityE AO AAAT | tBefparikipdhtA |
can no longer access the activity to make changes.
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QUESTIONS SCREENBroject Administrator Only)

This section discusses screens used to define anthnage participant
guestions. These questions may be asked at any of the key stages of
participation; brainstorming, sorting, or rating. Responses from these
guestions are used during the analysis and mapping phases of the project, to
compare maps of reponses between specific participant subgroups.

A reminder: respondent questions can be asked at the brainstorming phase
of aproject, as well as the sorting and rating phase€bllecting this data at
the brainstorming phase allowsthe Administrator to summarize

information about those who participated, but does not allow conneabn of
specific statements to specific individuals.Collecting this data at the sorting
or rating stages allows for subgroup comparison analyses.

Questions/Demographics

The Questions/Demographicsscreen allowsthe Administrator to create and
manage a list of demographics, or descriptive participant questions, that
participants answer before they begin an assignedctivity.

Demographic

The questions you create here can be asked of your participants in association with any or all of the three action areas
(Brainstorming, Sorting, Rating). These can be demographic questions, organizational characteristics, or other types of questions.
Click the question name below to edit, or click the Add New button to create a new question. Once you have completed adding your
questions, use the up/down arrows and the Save Ordering button to setup the desired order that you would like questions to be
displayed to participants.

# Demographic Question Text Type

1 |Years How many years have you been with the company? | continuous | 2 X L

2 | Level What is your job role level? categorical Xt ¥

3 | Focus What is your job focus in the organization? categorical ZX 1t
Add New Demographic | Preview | Save Ordering |

s oA oz o~z oA

Figure 25: Example of the Administrat© 8 © 0 AOOEAEDPAT O 10A00E]
Selection of questions depends on the goals of the project, but might include

NOAOGOGEI 1 O 1 EEA O7TEAO OUDPA 1 &£ 1 OCAT EUAOQE]
UAAOO EAOA Ui &6 AAAT xEOE OEA Al i PAT Ueod |
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The label displayed in theQuestions menu (in the example above) is
selected using theQuestion Labelield of the Content Manager menu. This
must be a singular word, because this label will also be used within other
menus and participant screens, whera plural may automatically be added
for these questions.

Use theParticipant Questions section of theProject Settings menu to
choosethe project activity where these questionswill be asked hown
below).

Participant Questions view Action

Ask participant questions at brainstorming. ? ]
Ask participant questions at sorting. v *

Ask participant questions at Importance. v i
Ask participant questions at Meeds. v ? ]

Figure 26: Example of the Participant Questn 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 displaybat
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 questiongachwith the
following options:

# - Takesthe Administrator to the Edit menu to change question language.
Clickon the question title link in the list to reach this menuas well.

X - Deletesspecified question and the participant responses from the
project. This function will prompt the Administrator prior to deletion.

T4 Arrow keys allowthe Administrator to reposition this question up or
down in the list to change the ordering of the questions.
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The Previewbutton will display a preview of these questions as participants
will see them, and thesave Orderindputton will save the orderin which the
guestions will be displayed.

To create new demographic questions, use thiedd New Demographibutton
from the Questions menu. Question labels may be customized via the
Content Manager i AT Oh OT AAO O' AT AOAT 001 EAAO

Add New Demographic
This screen allowsthe Administrator to add a question to the list in the
Questions menu.

Add New Demographic

When you have completed creating your question, click the Save Question button above. You can preview it and edit this question
later, if needed, via the Questions menu.

Question name: |Focus ?

What is your job focus in the organization?

Question text:

Question type: categorical ~ &

Categorical Choices

Client Service Add |
Administration
Edit |
Choices: Remove |
Move Up |
Move Down |

Cancel

Figure 27: Example of the Add New Demographic Screen.

Enter a name for the gestion (which will serve as its title in the question
list) and the question text, and select &ategoricalor Continuousquestion
type. Once aquestion has been enteregtext can bemodified by usingthe
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formatting bar icons for bold, italics, underline numbering, bullets, or
adding/removing hyperlinks, as shown above.

Categoricalquestions ask the participant to choose from a prescribed list of
choices thatyou provide, such as a list of professions or geographic areas.
This option presentsthe Administrator with the following menu to enter or
edit response choices

Categorical Choices e

i3

Aol

Edit
Choices: Remove
Morve L

tove Dionwen

g

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.

Continuousguestions ask the participant to enter a value within a numerical
range.

Continuous Range | )
Minimurm:
Maxirmum:

Frecision: # of Declmals aliowed (optional). Use 0 for whole numbers,

Figure 29: Example of theContinuous Rangeptions for Participant
Questions.

Enter the minimum value, maximum value angbrecision thenumber of
decimal places allowed for the answerFor example, ifthe Administrator
wishesto allow increments of0.25in 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 placeFor two decimal places, enter the
number 2 in the Precision field.For whole numbers, usé or leaveblank.

Use theSave Questiohutton ( ) to save changes when
completed.

Edit Demographic

The Edit Demographicscreen allowsthe Administrator to edit a question
selected from the list in theQuestions menu. Its functionality is similar to
the Add New Demographic function described previously. Accesshis
screen via the pencil icor{.#') next to each question, or by clicking on the
guestion name.

Questions Preview

The Questions Previewscreen displays a preview of questions from the
Questions menu, as they will be seen by participantsBecause this is a
preview screen, it is readonly. To make edits, useéhe Add New
Demographic or editing functions from theQuestions menu.

Demographics [PREVIEW]

These screens contain a series of questions that will be used as part of the project analysis. This information will not be used to
personally identify you. Follow the instructions to respond to each question, then select the Continue button to continue or Cance/
to exit.

How many years have you been with the company?

|
Continue | Cancel |
Done With Preview

Figure 30. Example of the Participant Questions preview screen.
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STATEMENT SCREEN®roject Administrators Only)

This section discusses screens used to import, export, and mayea
participant statements generated during the brainstorming phase of a
concept mapping project.

In most concept mapping projects, the statement process involves two
phases:

A The generation of raw idea statements by participants
i OAOAET 001 OI ET ¢co6 Q

A ldeasynthesig 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 statenent sets.

Statements
The Statementsscreen allowsthe Administrator to create and manage the
list of statements generated from the brainstorming phase & 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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Statements

This screen allows you to create and manage the list of statements generated from the brainstorming phase of your project .You
can edit or remove statements, export statements for outside analysis, or import statements from other sources. Use the Search
String function to look for specific keywords in the statement set.

Add New Statement Import Stat t: | Save Ordering Export Stat t:

Search string: Search | Reset |

# Statement

1 hold introduction seminars for brainstorming ZX 18
2 conducting needs assessment and program evaluation for improvement ZXt8
3 drop box for gathering customer opinion that can be implemented ZXté
4 hold weekly brainstorming sessions with program management teams ZX 138
5 establish a "quality circle' team approach for program employees ZX 18
6 purchase more state-of-the-art equipment ZXt8
7 develop better processes for involving people across departments/functions ZX 18
8 develop a consistent user interface for all computer databases ZX 138
9 investigate potential safety issues in the workplace ZX 18
10 close facilities that are too old or are underutilized ZX 1t}
11 examine managed care health plans as an alternative to current health insurance ZX 18

Figure 31: Example of the Statements screen found in the Administa
Menu.

Enter individual statements from participants using theAdd New

Statement button, or import them in bulk from a text file using thelmport
Statements button. If statements have been entered, this screen displays a
list of existing statements eachwith the following options:

# - TakesAdministrator to the Edit Statement menu to change statement
data. This menucan also be accessl byclicking on the link for the
statement text in the list

X - Deletes this statement from the project.This function will prompt the
Administrator prior to deletion.

T4 Arrow keys move the statement up or down in the list.

The Save Orderingdputton will save the current statement ordering, and
should be used whenevethe statementsetordering has been changed by
using the arrow keys.
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The Export Statementdutton will prompt the Administrator to save or open
a text file containing the current statement list.

The Randomize Statementsutton (. Randomize Statements |) will shuffle the
statement list and re-assign all statement numbers.

Note: Randomizing statements is @ermanentoperation
and cannotbe undone. The Administrator will be prompted
that this is a permanent operation.

Add New Statement
The Add Statemenscreen adds a new participant statement tthe
statement list in the Statements menu.

Add New Statement

Enter or paste the statement text in the field below, and then select Create to save it.
Project: Service Quality Improvement

Statement:

Figure 32 Example of the Add New Statement Screen.

This function is designed to input a few statements from the brainstorming
phase ofaproject. For large numbers of statements, thémport Statements

function can be usedfrom the Statements menu) to import a statement list
from a text file (.txt).
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Import Statements
The Import Statementsscreen imports a text file of participant statements
from the brainstorming phase ofa project.

Note: This function will import only text (.txt) files. To
import files from other applications such as word
processors or spreadsheets, convethe file contents to a
text file first.

Import Statements

The format of the statements file is to have each statement 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.

File to upload:

Replace statements: []

Import Statements | Cancel

Figure 33: Example of the Import Statements screen.

The fdlowing details are important for successful importing of statement
lists. Eachstatementmust beon a single line in the text file.There should
be no header row in the file.Click theBrowsebutton and choose a file to
import, then click Import Statenments.

When theReplace Statementsheck box is checkedall statements currently
in the list will be replaced with the imported statements.

A When collecting and adding participant statements to get one complete
and inclusive list, this box shouldbe left unchecked so that new
statements will be appended to the existing list.

A Whenideasynthesishas been completedand the Administrator is
prepared to input arevised 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 Statementscreen allowsthe Administrator to edit a statement
selected from the list in theStatements menu. It works like the Add New
Statement function described previously. Accesshis screen via the pencil
icon (.#') next to each statement, or by clicking on the statement text.

Edit Statement

Project: Service Quality Improvement

improve new emnployes orientation and training -

Statement:

| Save Changes | Cancel

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 asorting screen via theAdministrator
menu will not be needed

Sorting instructions and options areaddressed later in the
software guide.
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RATING SCREEN@roject Administrator Only)

This section discusses screens used to create and manage the ratjraged is
accessible via theRatings menu. Once a final set of statementsas been
established the Administrator can ask partcipants to rate them on one or
more scales.For example,an Administrator can ask participants to rate
each statement on a scalffom one to five according to how important they
think the statement is.

The program allows a range of scale typed.he rating datais used to create
cluster rating maps that show aggregated ratings of specifgtatements and
clusters, as well as reports that display comparative rating datsuch as
Pattern Matches and G&Zones

Participant responses to these ratingcan be reviewed via theReview
Participant Responsesienu by clicking on the magnifying glass iconc\l) in
each participant row on theParticipants menu.

Ratings
The Ratingsscreen allowsthe Administrator to create and manage one or
more ratings, abng with their rating scales,for the rating phase ofa project.

Ratings

Add or edit the rating scales for your project below. To set the order of the ratings, use the up/down arrows, then click the Save
Order of Ratings button.

# Rating

1 |Importance Xt ¥
2 |MNeeds Assessment ZX 1t}
Add New Rating | Save Order of Ratings |

Figure 35. Example of the Ratings List Screen.

Enter new ratings using the Add New Ratindutton. Onceratings have been
entered, this screen displays a list of existing ratings with #following
options:
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# - Takesthe Administrator to the Edit Ratingmenu to change rating data.
(Clickon the link for the rating label in the list toaccess this menu as well

X - Deletes this rating from the project. This function will promptthe
Administrator prior to deletion.

T4 Arrow keys movearating up or down in the list.

The Save Order of Ratingsutton will save statement ordering during data
entry.
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Add New Rating
The Add New Ratingscreenallows the Administrator to add arating to the
list in the Ratings menu, via theAdd New Rating function.

Add New Rating

This screen allows you to edit a rating scale listed in the Ratings menu. Entera name for the rating scale (which wil serve asits
title in the rating scale list), an abbreviation that wil show up in participant menus, the rating scale instruction text, and the rating
value rangesand labels.

The type of participant data entry (radio buttons, numerical entry, or dropdown menu) will default automatically depending upon

the value range - for example, a range from 1 to 2 wil produce a yes/no choice, a range up to 8 wil produce radio buttons, and a
range greater than 8 wil produce an entry field. You can also override this data entry type using the Data Entry menu item.

Project: Service Quality Improvement

Mame: |Importance

Abbreviation: Importance

‘B L |\d=|i=
A

Rate each statement on a 1-o-5 scale where: 1=relatively unim portant 2=s omewh at im potant;
3=moderate lyim portant; 4=veryimporant, S=extrem el yim portant
Instruction:
DataEntry: — Select— Tl eave blankfor auto-selection ofdata entry
Minimum: 1
Min. Labek Relativey Unimportant
Maximume 5
Max, Labek Extremely Importarrd
Cancer

Figure 36. Example of the Add New Ratings Screen.

To createa new rating, enter the ratingname (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 ratingvalue range (the
minimum and maximumscale values)nd their labels.

The type of participantData Entry (radio buttons, numerical entry, or
dropdown menu) will default automatically depending upon the value range
Z for example, a range from 1 to 2 will produce ges/nochoice, 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 enteredthe 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 Previewbutton in the Add New Rating screenshows a preview of this
rating scale as seen by participants.

Edit Rating

The Edit Ratingscreen allowsthe Administrator to edit a rating scale listed
in the Ratings menu. Its functionality is similar to theAdd New Rating
function described previously.Accessthis screen via the pencil icor(.#)
next to each rating scale, or by clicking on the rating name.
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OTHER PROJECT MANAGEMENT SCREERI®ject

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

A

Creating and managing project bulletins displayed on a project home

page.

Creating and sending email messages to project participants, such as
invitations to take part in project phases.
Creating an array ofreports including participant progress, project data,
and materials formanual project participation.
Exporting project data to the CS Core application for analysis and

mapping.

Creating and maintaining inernal notes.

Project Bulletins
This menu allowsthe 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.

Project Bulletins

Project: Service Quality Improvement

Click on the pencil icon to see and edit that bulletin.
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# Enabled Subject & Created

1 off Brainstorm Bulletin 4/28/2006 7 X
2 on Brainstorming Bulletin 8/23/2007 7 X
3 off BRAINSTORMING NOW OPEN 9/13/2005 7 X
4 on test 2/5/2008 7 X
5 on Welcome Bulletin 2/13/2006 7 X

Create New Bulletin

49



Figure 37: Example of the Project Bulletins Screen.

Use theCreateNewBulletin 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 edliig or deleting
the bulletin:

# - Takesthe Administrator to the Edit Bulletin menu to change bulletin
text.

X - Deletes this bulletin from the project. This function will promptthe
Administrator prior to deletion.

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

Create New Bulletin

Project: Service Quality Improvement

Template: - Select —- -
Subject: |
& ¥ #h 2
: : P | 5 =
: Format ~ | Fant v | Size ~| Ty~ ¢ F i = Source
Text:
Enabled:
Created: 4/22/2008
Cancei

Figure 33: Example of the Create New Bulletin Screen.

Cocept Systems GlobalVersion 4.0 Software Guide 50



Options include:

Template: Select from an optional list of bulletin templates, including
Brainstorming Bulletin, Project Compéted Bulletin, and Welcome Bulletin.

Subject: Subject line header for bulletin.

Text: Enter text of bulletin here. This field also contains formatting menu
of icons, similar to popular word processors such as Microsoft Wofyg
allowing the Administrator to perform text formatting activities such as cut,
paste, bold/italic/lunderline, 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. Wherunchecked, it will na be displayed.

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

Edit Bulletin

The Edit Bulletinmenu is used to edit an existing project bulletin from the
Project Bu lletins menu. Its functionality is similar to that of theCreate
Bulletin menu described above Accessthis screen via the pencil icon &)
next to each bulletin listed.
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E-Mail Messages
The EMail Messagesnenu allows the Administrator to create email
messages and send them to participant groups.

E-Mail Messages

Project: Service Quality Improvemnent

Create New Message |

Click on the message subject to see detailed information.

# Subject Created # Sent
1 |Invitation Message 9/8/2005 0
2 | Invitation Message 9/8/2005 0

Figure 39: Example of theEmail Message$creen.

Use theCreate New Messadmitton to compose and send a new message.
Previously sent messages are listed on this menand clicking their links
will allow you to view the message contet and/or copy it to a new menu.

Cocept Systems GlobalVersion 4.0 Software Guide 52



Create New Message

The Creat New Messagemenu is used to compose and send anrgalil
message to specified members of a gacipant group.

Create New Message

Project: Service Quality Improvement

Template: | Brainstorming Message v|
Sender: anonymous@conceptsystems.com
Recipients: | Assigned to Brainstorming v|

Subject: |Brainstorming Message |

4 BB B |&\V o o || 6h)25|E| 2B L ]
HEliEElEIEE Eild O = & 9
¢ Fomat | |+ Fant |aval || size | [~ g~ E @& & F | Esouce

You have been invited to participate in brainstorming for project %name®

Use this URL to view the site:
Text: %ourl_brainstorm%

This project is being administered by: %admin_name% Y%admin_email%

Thank You.

Priority: | Normal |+

send| Test| cancel |

Cocept Systems GlobalVersion 4.0 Software Guide 53




You may use the following pre-defined values, which will be automatically replaced within the message text:
%name% - use this to have the project name inserted

Yaurl% - project web address (URL)

%eadmin_email% - e-mail address of project administrator

%phone%% - phone number of project administrator

%eadmin_name% - name of project administrator

Ysabbrs - project abbreviation

%eurl_brainstorm% - brainstorming page URL

Yaurl_sort% - sorting page URL

%aurl_rate% - rating page URL

These abbreviations will be substituted for the actual text shown in the message sent to the recipients.
Figure 40. Example of the Create New Mail Message Screen.

Options include:

O
To
U]
p>N
O

Template: ! O" OAET OO1 OI ET ¢ - AOOACA®G
brainstorming invitation for participants with restricted registration.

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

All Associated With Project

Assigned to Brainstorming

Assigned to Brainstorming, not completed
Assigned to Ratings

Assigned to Ratings, not completed
Assigned to Sorting

Assigned to Sorting, not complied
Assigned to Sorting and Ratings
Assigned to Sorting and Rating, not completed
Invited but never sent a message

Invited but not yet accepted

Project Administrators

pIB IS D B ol P PP P

Subject: Subject line header for email message.

Text: Enter text of message here. Thiseld 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/lunderline, bullets and numbering, special symbols,text coloring,
and inserting tables and pictures.

The Administrator may also use the following predefinedield values, which
will be populated within the message text as follows:

%name%- project name

%abbr% - project abbreviation

%admin_email%- e-mail address of poject Administrator
%url% - project URL

%phone% - phone number of projectAdministrator
%admin_name%- name of projectAdministrator
%url_brainstorm% - brainstorming page URL
%url_sort% - sorting page URL

%url_rate% - rating page URL

D> Dy D D D

These abbreviations wil be substituted for the actual text shown in the
message sent to the recipients.

Once a message is composed, t Test | button will send a test copy of the
message to the sender, and tt Send | putton will send the message to the
recipient list. It is good practtce to test each message before sending.

Note: The Administrator may also send other types of

messages to participants with restricted registration (such as
ET OEOAOGET T O O1 O1I 00 AT A¥1T O «
- AOOACAG OAI DI reSshyarecibibnts, sdoed O

and text asappropriate.

View Messages

Whenthe Administrator selecis a message link from thee-mail Messages
menu, this menu displays a copy of this message. T@epy for New Message
button will open the Create New Messagemenu with a copy of this message
text.
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View Message

Project: Service Quality Improvement
Type: Invited but not yet accepted
Subject: Invitation Message
Sender:
Text: You have been invited to this project: %ourl%
Recipients:
Priority: Mormal
Sent: September 8, 2005

Copy for New Message | Done

Figure 41: Example of the View Message Screen.

Internal Notes

The Internal Notesscreen allowsthe Administrator to create internal notes
for himself/herself, and other assigned Project Administrators, for reference
purposes. Unlike bulletins created via théroject Bulletins menu, which
are displayed upon entry to a projectand viewed by all project participants,
these notes are only visible via thignternal Notes menu.

Internal Notes

Click on the pencil icon to see and edit that note.

# Date  Text 4 Admin
1 |4,-f22,-sz|E|8 | Welcome Cindy Smith to the project administration team! | admin | 7 X

Add New Note | | | |

Figure 42 Example of the Internal Notes List Screen.
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The Administrator can enter new notes using thédd New Notdutton. If
notes have been entered, this screen displays a list of existing notes with the
following options:

# - Takesthe Administrator to the Edit Note menu to change note data.

X - Deletes this statement from the project. This function will prompthe
Administrator prior to deletion.

Add New Note

The Add New Notescreen creates a new note from thinternal N otes menu
that can be shared amongshe b O1 E Ad&kididtrétors. Enter the text and
selectCreateto save it.
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Add New Note

Project: Service Quality Improvement
Welcome Michael to the project administration
team!

Text:

Cancel

Figure 43 Example of the Add New Internal Note Screen.

Edit Note
The Edit Notescreen allowsthe Administrator to edit a note selectedrom

the list in the Notes menu. Its functionality is similar to theAdd New Note
function described previously.Accessthis screen via the pencil icon &)
next to each note.
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REPORTJProject Administrator Only)
This section describes the screens that crda reports the Administrator can
generate using the CS Glotsaapplication.

Reports

The Reportsscreen allowsthe Administrator to generate any of several
printer -friendly forms or reports from the project data, and/or export
project datafor use in other applications.

Reports
Select from the following list of reports:

Demographics Report |

Demographics Details Report |

Demographics Summary Report |

Statements |

Brainstorming Report |

Rating Report |

Rating Sheets |

Sort Cards |

Participant List |

Participant Sorting Report |

participant Rating Report |

Figure 44: Example of the Reports Screen.
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Select one of the buttons shown oiscreen to generate the corresponding
report. Some of these reports reflecthe work in setting up the project;
others report on participant activities and their results.

For all reports, thefollowing applies:

A the Print-Friendly button at the bottom of each screen will display the
content in a leftjustified format suitable for printing,

A the Export Data button will prompt the Administrator to open or save a
file (.txt) or (.xIs) of the report content,

A the Return to Reports Lisbutton, located at thebottom of each
individual Reports screen will return user to the original list.

Note: When fields in each report ae left blank, all
information will be summarized.

Reports include the following:
Demographics Report

This report lists details for eachdemographicspecified fora 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 Report

This report summarizes and optionally creates graphs afemographic
responses, filtered bydemographic name assigned project phasend
participation status.

Statements

This report generatesand/ or exports an orderedand numberedlist 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 eachrating specified fora project, including the
rating name, abbreviation,instruction, rating type and allowable response
values or ranges.

Rating Sheets

This report generates a hardcopy rating shedbr use in manualpaper-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
Documen® (PDF) file, in any of a variety of selectable sizes and formats, to
use formanual paper-based participant sorting of statements.

Participant List

This report generates or exports a list of participants, with a selectable level
of participant types andassociated participantdata.
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Participant Sorting Report

This report displays a listsorting 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 ratingresponses for all statementsfiltered by rating,
participant type and participation status.
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Demographics Report
This report lists details for each demographispecified fora project.

Demographics Report

Demographic 1
Name: Years
Question Text: How many years have you been with the company?
Type: continuous
Minimum: 1
Maximum: 50
Precision:

Demographic 2
Name: Level
Question Text: What is your job role level?
Type: categorical
Choice 1: administrative
Choice 2: management
Choice 3: executive

Demographic 3
Name: Focus
Question Text: What is your job focus in the organization?
Type: categorical
Choice 1: Client Service
Choice 2: Administration

Return to Reports List | Print Friendly | Export Data

Figure 45. Example of the Demographics Report.

Datafields include the following:

Name: A descriptive title assigned to this gestion.

Question Text: The text of the question, as seen lpyarticipants.
Type: Question type, set to eithelContinuousor Categorical.

Minimum and Maximum (continuous questions only):  Minimum and
maximum allowable response values.
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Precision (continuous g uestions only): Optional number of decimal
places allowed. This value is left blank or set teerofor whole numbers.

Choice (categorical questions only): Variablesof 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

DAO 1T ETAh OEI xET C AT i DI AOETu$, andthéd OO O

DAOOEAEDAT 060 Al OxAOs8
Participant Questions Details Report

Demographic: Level -
Assignment: All Ratings - Resst
Status: Mot Completed and not Approved -

Rows per page: 100 - L4 > » Page 1 of 1
# User Answer

1 |admin management

2 | ANOM18843 administrative

3 | ANON22317 management

4 [ANON22386 management

5 | ANOM22535 management

6 | ANOM22728 administrative

7 | ANOM23125 management

8 | ANOM23371 administrative

Figure 46. Example of the DemographiDetails Report.
Options include:
Demographic : Select an existing question from the droglown menu.

Assignment: An optional filter to select participants byproject phase
assignment. Choices includdrainstorming, Sorting andAll Ratings All
Ratings and Sortingandeach specifiedRating.

Status: An optional filter to select participants by participation status.
Choices includeAny StatusNot Completecand Not ApprovedNot Conpleted
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but ApprovedAnyway, Completed but not ApprovedandCompleted and
Approved An O A B B O é$tafud iAdicatesyou have O A E A Apaitikipaat
data for inclusion in analysis.

Use theResetbutton to revert to default options, which will display all
demographicsand all participants regardless of assignment or status.
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Demographics Summary Report
This report summarizes participant responsedo a specift demographic
according to assignmentind participation status.

Demographics Summary Report

Demographic: | Level hd

Assignment: | All Ratings and Sorting v|

Completion Status: | - Select — b
Checked Status: | - Select - |+

Reset
Responses: [ ]Hide did not respond totals [JHide rows with no responses

Types: @& any (@) categorical O continuous
[Jadd charts [ Hide pie labels [ Hide bar chart labels

Graph Options:
pnop [ Hide values

Demographic Option or Statistic Frequency Yo

Level administrative 4 9.09%
management 4 9.09%
executive 1 2.27%
did not respond 35 79.55%
44 100.00%
Return to Reports List | Print-Friendly |

Figure 47: Example of the DemographicSummaryReport.
Options include:

Demographic : Select an existing question from the droglown menu. All
guestionswill be summarized if this field is left blank.

Assignment: An optional filter to seled participants by assignedproject
phase. Choices includBrainstorming, Sorting All Ratings, All Ratings and
Sorting,and each specifiedRating.

Completion Status: An optional filter describing the status of participant
responsesto the selecteddemographic. (oices includeNot Completecand
Completed
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Checked Status: An optional filter describing participation statusfor each
assigned activily. Choices includéNot Checke@dnd Checked

Responses: Select whether to includeDid Not Respondtotals or RowsWith
No Responses

Types: Selectdemographic answer format to include in reportfrom Any,
Categorical, or Continuous

Graph Options: CheckAdd Chartgo produce graphs of the summary
output. If this option is selected, additional options includéHide Pie Labels
HideBar Chart Labelsand Hide Values

Use theResebutton to revert to default options, whichwill summarize all
responses.
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Statements
The statement report generates and/or exports an orderedand numbered
list of brainstormed statements

Statement List

#

Statement

hold introduction seminars for brainstorming

conducting needs assessment and program evaluation for improvement
drop box for gathering customer opinion that can be implemented

hold weekly brainstorming sessions with program management teams
establish a 'quality circle' team approach for program employees

purchase more state-of-the-art equipment

develop better processes for involving people across departments/functions
develop a consistent user interface for all computer databases

investigate potential safety issues in the workplace

10. close facilities that are too old or are underutilized

11. examine managed care health plans as an alternative to current health insurance
12. decrease client waiting time

13. coordinate the facilities' color schemes

14. improve the technology to allow high quality in house publications

15. devise a team-based productivity incentive system for program teams

16. find out what our other similar programs are planning to do in our area

17. reduce middle management -- make organizational structure more horizontal
18. sponsor local arts and cultural events to improve organization's image

19. change policy to encourage ongoing training of all employees

20. improve client satisfaction

21. improve employee benefits package

22. computerize all phases of the program management system

23. friendlier program managers

24. develop an employee evaluation process for all levels of staff

25. develop better strategy for determining annual salary increases

L= = T s I, [ N S [ )

Figure 48: Example of the Statements Report.
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Brainstorming Report

This report displays brainstorming participation data, or statement entiies,
over a specified timeinterval.

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

brainstorming activity, before you export the statementsetto
conduct idea synthesis.

The moment in whichyou import the final statement set back
into the system (for subsequentsorting and rating), the
finalized statement setreplacesthe previous, original

participant brainstorming activity .
Brainstorming Report

Interval: | daily hd

Start Date: [3/10/08 ) -
Apply Fiter Reset
End Date: |3/22/08 )
Hide Labels: []
Statistic # Statements (398) Created
First 3/11/2008
created 397 of the atmosphere of the campus. 5:01pm
of how the college portrays itself and its reputation. I want a college that portrays an appealing
Last ) - - o - - h T 3/31/2008
1 and friendly atmosphere and is prestigious. Getting into this type gives a feeling of achieving
created : ; 3:04pm
something great, and enables me to have a great time.
125
10n
K
S0
25
 —— —
310 311 312 3413 314 315 3-18 317 3-18 3-19 320 321 322

Figure 49 Example of the Brainstorming Report.
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The intervals are displayed in a bar chart, with thevertical axisindicating

the number statements created and the horizontal axis displayinghe units
within the time interval specified (month(s), day(s), and perhapgime(s)).
The unit frequency displayed depends on the length of the time interval; the
longer the time interval, the more wits displayed, and viceversa.

Above the bar chart is a section displaying brainstormingnd statement
statistics for the specified time interval.Data includes:First Created, Last
Created, Statemenfwith total numbers in parentheses), andCreated(date
and time).

Note: One way to utilize this report is totrack 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, asown in the bar
chart above.

Customizable fields include

Interval : Specify thebrainstorming time period to show in the report.
Variablesinclude hourly, 2 hours, 4 hours, 8 hout2 hours and daily

Start Date : Specify the day, month, and year for the start of the interval. You
may alsoclick on themonthly calendar icon Iﬂ) to choose this date.

End Date: Specify the day, month, and year for the end of the intervalou
may also click on themonthly calendar icon(@j) to choose this date.

The Hide Labeldox can be checked to hide time interval unit®n the
horizontal axis.

Use theApply Filterbutton 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.

Rating Report

Rating 1
Name: Importance
Abbreviation: Importance
. Rate each statement on a 1-to-5 scale where: 1=relatively unimportant; 2=somewhat important; 3=moderately
Instruction: - -
important; 4=very important; 5=extremely important.
Type:
Minimum: 1
Minimum Label: Relatively Unimportant
Maximum: 5
Maximum Label: Extremely Important

Rating 2
Name: Needs Assessment
Abbreviation: Needs
. Rate this 1=Yes if you think your office should be responsible for the needs assessment on this item; rate 0=No
Instruction: . \
if you don't.
Type:
Minimum: 0
Minimum Label: No
Maximum: 1
Maximum Label: Yes

Return to Reports List | PrintFriendy | Export Data

Figure 50. Example of the Rating Report.

Data includes the following:

Name: A descriptive title assigned to thigating, displayed in therating list.
Abbreviati on: Rating name displayed in participant menus

Instruction: Rating scaletext used as instructions in participant rating
screens.

Type: Data entry type Choices includeadio buttons, numerical entry, or
drop-down menus.
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Values/Ranges: Allowable values listed as choices or miimum/maximum
values and labels.

Rating Sheets
This report generates a hardcopy rating shedbr a singlespecifiedrating,
for use in paperbased participant ratingof all statements

Rating Sheets

Show Min/Max labels: [] Reset |

Display background:

Importance

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

3 . hold introduction seminars for brainstorming

. conducting needs assessment and program evaluation for improvement

. drop box for gathering customer opinion that can be implemented

. hold weekly brainstorming sessions with program management teams

. establish a 'quality circle' team approach for program employees

. purchase more state-of-the-art equipment

. develop better processes for involving people across departments/functions
. develop a consistent user interface for all computer databases

. investigate potential safety issues in the workplace

. close facilities that are too old or are underutilized

[ R R R A )
W b b b b

N N o o
(LT T R R T T R R R
[=NY=N - = T, TV R

=

Figure 51 Example of the Rating Sheets Report.
Options include:

Rating: Select arating from the drop-down menu. The selectedating scale
will appear to the left of each statement

Show Min/Max labels: Controls whether labels for minimum and maximum
range valuesare shown on the report. Consider using this option when
rating scale values alone are not sexplanatory.

Display background: This option displays a shaded background behind
every other statement to enhance readability.
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Use theResebutton to revert to default settings, which clears the selected
rating options.

Sort Cards

The Sort Cards Report exportstatements as an Adobe AcrobatPortable
Document (PDF) file in a variety of sizeand formats,so that they can be
printed for participant usein paper-basedstatement sorting.

Card layout: | 10 per page ¥
Font size: | Medium |+
Hide print guidelines: [] Reset |

Repeat statement on each page: []

Sort Cards

This report can only be exported in Adobe PostScript document format [FOF).

For best results, choose Print Scaling:None and deactivate the checkbox
Auto-Rotate and Center if these options exist in your print dialog.

Return to Reports List | View PDF | Download PDF

Figure 52 Example of the Sort Cards Report.
Options include:

Card layout: Select 1, 2, 4, 6, 8, 10 or 12 statements printed pg¢2@ p p 0
page.

Font size: Select a small, medium, or large displapmt 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 statemeo each
pagefor 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 210 would be on the

first sheet.

Use theResebutton to revert to default options, which display 10
statements per page in medium fontand deselectsall other options
mentioned above.
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Participant List
The Participant List Report @neratesand/or exports a list d participants,
with a selecied level of associated participant data.

Participant List

Username First Name Last Name [ Title

Fields: O] organization [ Phone [ Cell [ Fax [ Address

[0 Address2 [ city [ state [ Zip Code Apply Fitter Reset
[ Assignments
Type: |AII participants V|

Rows per page: WA > » Page 1 of 1

# Username & First Name Last Name
1 ANON1177
2 ANON1232
3 ANON272
4 ANON3308
5  ANON356
6 ANON360
7 ANON3661
8 ANON3662
9 ANON3668
10 ANON3708

Figure 53 Example of the Participant List Report.
Options include:

Fields: Check or uncheck options to display the participantsername First
Name,Last Name,Title, Organization, PhoneNumber,Cellular PhoneNumber,
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Fax Number,AddressHelds,or Assignments Use theApply Filterbutton to
save theseoptions.

Type: Selectto display All Participants, &ip AnonymousParticipants, or
Display Only Anonymousparticipants.

Rows per page: Select the numler of linesto be displayed per page. Options
include 10, 25, 50, 100or 200 lines per page.

Page:Using the arrows above the participant list, slect which page of
results to display from the drop-down menu.

Use theResebutton to revert to the default valueswhich will display the
Usernamefirst Nameand Last Name, for all participants.
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Participant Sorting Report

The Participant Sorting Report dsplays a list of sorting data by participan
type and participation status, including sorting categories and their
respective statements.

Participant Sorting Report

Type:
Status:
Show Unsorted:

User 1:
Category 1:
70

64

23

31

1

11

19

28

32

Category 2:
68

66

46

0

4

35

72

60

Category 3:
81

71

63

All participants V|
Completed V| Reset
(Il

ANON8231

Client Focus

look for ways to reduce fees in order to increase program attendance
conduct ongoing client focus groups to assure continuous feedback
establish a client satisfaction/complaints telephone hotline

find ways to make our programs more appealing to the key client groups
conducting needs assessment and program evaluation for improvement
decrease client waiting time

improve client satisfaction

perform regular client satisfaction surveys

take a "total quality service" approach to working with the client
education

rewrite program documentation/instructions to improve clarity and readability
improve new employee orientation and training

improve and expand in-house inservice training opportunities

hold introduction seminars for brainstorming

establish a 'quality circle' team approach for program employees

move toward becoming a "learning organization"

train management in not-for-profit management methods

improve program information and materials

Engagement

look for small organizations we might partner with

develop a unified program loge and look

advertise the organization's image rather than just specific programs

Figure 54: Example of the Sort Cards Report.

Options include:
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Type: Select which participants toinclude in the report. Options includeAll
Participants, Skp Anonymousand DisplayOnly Anonymous.

Status: Filter participants by participation status. Options includeAll
Assigned, Completednd Completed andipproved.

Show unsorted: This option will display statements that were not sorted by
participants in al  Usortedd A A OUs€theRés@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 ésplaysa list of rating responsesby
participant type and participation statusfor each statement

Participant Rating Report

Rating: |- Select - V|
Type: [ All participants V| . |
Status: | Completed V|

Show Unrated:

User 1:
Importance:

- I el I bl Bl Bl Bl

ANONB231

Rated 84 of 84 statements

develop in-house computer network for management staff

look for small organizations we might partner with

develop new procedures/models for projecting program improvement
reduce unnecessary reports, memos, meetings

increase the automation of the production process wherever possible
do program-wide comparative salary analysis

develop a merit bonus program

open the budgeting process to more than just managers

computerize communication mailing lists

improve the guality of our program advertising

train management in not-for-profit management methods

develop a unified program logo and look

look for ways to reduce fees in order to increase program attendance
spell out personnel palicies in language everyone can understand

rewrite program documentationfinstructions to improve clarity and readability

improve information systems

Figure 55 Example of the Participant Rating Report.

Options include:

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

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

include All Participants, Skip Aonymousand Display Only Aonymous.

Status: You can filter participants by assignmenand participation status.

Options includeAll Assigned, Completednd Completed andhpproved.
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Show unrated: This option will display statements that were not rated by
participants in AT Unfatedd AAOACIT OU8

Use theResetutton to revert to default values which display all ratings
scales and responses for all participarst
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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 detaied on-screen instructionsin this section to export
your file, import the file into CS Cor€, and sign in to use the admistrative
functions of CS Core.

Project Export to CSCore
Exporting all of your project and user data from CS Global will allow you to import it into CS Core for analysis.

To Export Data from CS Global to CS Core:

1. Click on the Export Project File button below.

2. Save the file to a location on your computer, noting its location.

3. Open up the Concept System Core Program (Be sure you have the latest version from
http:/www. conceptsystems. com/content/views/the-concept-system.html)

4. Within CS Core, click on Import, browsing to the location where you just saved the Global file.

5. Select the location where you would like to save your project database on your computer.

6. Once you have completed the creation of your project database, it is recommended that you DELETE the .csqg file from your
computer. This will prevent confusion or possible version issues later if you export again.

Note that your administrative login is different than your login to CS Global; it is the part of the email address that is before the @
sign, up to 10 characters. The password will be the same. If you need to export the data again, this function will prompt you to
overwrite the data that currently exists.

(print these instructions)

Figure 56. Example of the Project Export t&€SCore® Screen.

To begin this process, you wilheed o exportyour CS Global (.csg) file
Select theExport Project Filébutton at the bottom of this screen.
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Note: Once youexport your data into CS Core, any
subsequentexports of data will overwrite the database
already existingin CS Core.
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PRQIECTPARTICIPATIONSCREENS®Participant Access)

This section lists screens that participants see during a concept mapping
project. These screens can be previewed via theroject Preview menu.The
text for each of these s@ens canbe 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.

Sign Up

Please fill out the form below to create your account. Please enter either a username OR. an email address. This will become your sign in name.

* Username or E-Mail: |

*Password:

*Repeat Password:

First name:

Last name:

Organization:

Tite:

Address:

Address 2:

City:

State Province:

Postal Code:
Country: — Select — -

Phane:

Cell:

Fax:

Language: — Select — -
* denotes required fald

Cancel
Figure 57: Example of the Participant Sigiup Screen.

Participants may register witha username or email address (strongly
recommended) that can both serve as an anonymous name within the
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project, and & ameans to sign in and sign out gfroject screens throughout
their involvement with the project.

For more information on selfregistration, see theGeneral Screensection in
the Project Settings portion of this manual.

Informed Consent

This screen allows participants to accept or rejedhformed consent for
voluntary project participation. Participants will have the option toselect
Acceptto participate in the project, or Rejectto decline participation.

Service Quality Improvement Informed Consent
You have been asked to participate in a web-based project. Your participation is voluntary.
You may be asked to offer your input in a variety of ways:

» by providing your ideas

» rating the ideas or sorting them into groups of similar themes

+ by providing non-identifying information about yourself.

You may participate in the entire project or in any one aspect of the project. Your input in this project is confidential.

Rejet

Figure 58: Example of the Pdicipant Informed Consent Screen.

Home Page
This screendescribes your concept mapping project andsts the project
components that are currentlyin progress.
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Service Quality Improvement Home

You have accepted this project.

This text will show up on the project home page, where all participants Project Messages

can see it each time they sign in to your project.
Brainstorming Bulletin

NEXT STEPS: {August 23, 2007) Perhaps this contains brainstorming
instructions.
1. Demographics Welcome Bulletin
2. Sorting (February 13, 2006) Welcome to the project!
3. Rating: Importance
4. Rating: Meeds Assessment

Figure 59: Example of the Participant ProjecHome Screen.

Participants can complete thesectivities in any orderfollowing the
brainstorming activity ; they can select the link for the appropriatectivity
that they want to begin orcontinue completing.

Registered users with a username and passwdmay save their work at any
timebyAl EAEET ¢ OEA @Gignk@oltof the Projédi via theSignA 1
Cut link at the top of the screen.Participants may return to the Project

Home Pagemenu at any time to completeactivities by signing in again,

using the web address provided for this project.

Demographics
This screen prompts participantsto answer the specific demographic
guestion(s) created by theAdministrator.

Participant Questions

These screens contain a series of questions that will be used as part of the project analysis. This information will not be used to
personally identify you. Follow the instructions to respond to each question, then select the Continue button to continue or Cance/
to exit.

How many years have you been with the company?

Continue | Cancel |

Figure 60. Example of the Participant View of the Participant Question
Screens.
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ParticipantO @nswers will be aggregated for use during subgroup
comparisons of rating responses, in Pattern Matches and one analyses.

After answering the demographicquestion(s), participants can select
[continue Ito finish or _Cancet | to exit. Depending on the poject, 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 foas prompt. There is no limit on the number
of statements a participant caradd.

Brainstorming Statements

Brainstorming Statements - In the text box below, type a statement that completes or answers the focus prompt. You may add as
many statements as you wish. Please keep each statement brief, just one thought. Select "add this statement" after each
statement or idea. Your statement will then be saved and added to the list of collected statements at the bottom of the page.
Please review the other statements to see if your idea is already there. You may search this list of collected statements using the
search function below.

FOCUS PROMPT: 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 is...

Add This Statement

Search for statements: Search | Reset | @

conduct participatory evaluations

ask program participants to share their feedback

friendlier program managers

conduct ongoing client focus groups to assure continuous feedback
provide employee-sponsored childcare subsidy

improve new employee orientation and training

change the layout/style of faciities

improve information systems
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Figure61: Example of the Participant Brainstorming Statements Screen.

Sorting Instructions

Participants will follow the instructions on this screen tocreate the sorting
categories Progressis tracked visually in a progress bar located above the
unsorted statements in the Tabletop Sorting view, and above trsorting
instructions in the Drag & Drop Sorting view.

Participants can use theSwitch Viewoption in the top and bottom right
corners of the screento view the sorting activity as preferred The two
options include Tabletop Sorting andDrag & Drop Sortingoptions (see
below). Both options show the same sortin@ctivity instructions, unlessyou
modify the instructions via the Content Manager menu.

Oncea participant has completed the sorting, thé\dministrator can access
and @hecloparticipant data through the Review Participant Responses
icon () in the Participants
list via the Participants menu.

Instructions - || %
H _ H INSTRUCTIONS: In this activity, you will categorize the
With aTable TOp Sortmg statements, according to your view of their meaning or
view (See be|ow), the theme. To do this, you will sort each statement into piles in a

way that makes sense to you. First, read through the

instructions appear direCtly on statements in the Unsorted Statements column below.

Mext, sort each statement into a pile you create. Group the

the screen and if closed can statements for how similar in meaning or theme they are to
also be accessed by Clicking one another. Give each pile a name that describes its theme or
contents.
) H Do NOT create piles according to priority, or value, such as
the @ mswcions hutton in the Important. or "Gord To Do.

H Do NOT create piles such as 'Miscellaneous' or "Other” that
upper left port|0n of the group together dissimilar statements. Put a statement alone in
screen. The instructions its own pile if it is unrelated to all the other statements. Make

i i i L. sure every statement is put somewhere. Do not leave any
window will remain visible statements in the Unsorted Statements column.
. People vary in how many piles they create. Usually 5 to 20
throughout the sorting piles works well to organize this number of statements.

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: Exampleof the Tabletop Sorting Instructions.
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To sort a statement, drag the statement onto the open portion of the screen
E8 A8 Otbph TeGtAtdmerk will display with a green check mark to
indicate that the participant can move the statement to thigocation. 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@ createapie hutton or by
dragging a statement tcan 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 b§ I E A Rigirhizg AlD 6

aximize Alh 6 Afrabge @lb
screen.

xEEAE

xEl1l Al EcCl OEA

@ tstructions @ Createapie [2 save B Arangeal @ Minimize sl ) Maximize sl [ Editpile name ¥ [ Switchto T

PROJECT FOCUS PROMPT: [+| * | Seminars

conducting needs assessment =

and program evaluation for
improvement

A spedific action that the North
County Department of Social
Services could implement over
the next five years to improve
its culture and level of service
is

purchase more state-of-the-art £
equipment

decrease dient waiting time

Progress Bar coordinate the fadiities' color
schemes
23 out of 82 sorted.

find out what our other similar
rrrrrrrrrrrr Jammina +m An in

Unsorted statements:

develop better strategy for
determining annual salary
increases

encourage more teamwork

start an in-house newsletter to
improve employee awareness

find better ways to manage
high-traffic {peak) periods in the
facilities

perform regular dient satisfaction

surveys
Seminars

explore options for program
facilities and office expansion -

=|B[x| | Customer

Customer

=Olx
drop box for gathering i
customer opinion that can be
implemented

establish a 'quality drde' team 1
approach for program

employees

develop better processes for
involving people across
departments/functions

examine managed care health -
e e i tm

New Category

Figure 63: Example of the Table Top Statement Sorting Screen.
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Statement Sorting Switch View: Drag & Drop Sorting &

INSTRUCTIONS: In this activity, you will categorize the stat ts, according to your view of their meaning or
theme. To do this, you will sort each statement into categories in a way that makes sense to you.
1. First, read through the statements in the Unsorted Statements column below.
2. Mext, sort each statement into a category you create. Group the statements for how similar in meaning or theme they are
to one another. Give each category a name that describes its theme or contents.

Do NOT create categories according to priority, or value, such as 'Important', or 'Hard To Do.'

Do NOT create categories such as 'Miscellaneous' or "Other” that group together dissimilar statements. Put a statement alone in its
own category if it is unrelated to all the other statements. Make sure every statement is put somewhere. Do not leave any
statements in the Unsorted Statements column.

People vary in how many categories they create. Usually 5 to 20 categories works well to organize this number of statements.

Find Out More: &

Figure 64. Example of the Drag and Drofitatement Sorting Instructions.

With a Drag and Drop Sorting view (see below), the sorting activity is
displayed in two separate columns.

(@}
m/
p

4EA OOAOAI AT O OAO EO AEODnsoketAA ET
Statement® Bhe length of the statement listanbe customized by clicking
on Display Fewepr Display Moreoptions above the statement list.

4EA O1T OOET ¢ AAOACIi OEAO AOA AEODPI AUAA EI
# A O A C1TOpArtizipait creates new categories into whiclindividual

statements will be dragged and droppedbased on their perceived similarity.

The list of categories may be customized with the following: th€ollapse All

option hides statements sorted into each category, showing tH@unt; the

Expand Alloption lists all categories, statements anount; and the
Alphabetizeoption lists the sorting categories in alphabetical order.

Sorting categories may also be customized individuallyThe participant may
Expandor Collapsea particular category by clicking on the arrow to the left

of each sorting category!|¥ or I ). Categoriescanalso 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 Informatiorbutton will save the current sorts. Participants
can return to this screen to continue sorting atater time, if the participant is
registered using self or restricted registration.

PROJECT FOCUS PROMPT: 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 is...

Unsorted Statements & Your Categories @ Add New Category
Display Fewer Display More Collapse All Expand All Alphabetize
hold introduction seminars for brainstorming - ¥ Category name here Rename Delete # §
- count: @
meine Testantwort auf deutsch
conducting needs assessment and program evaluation
for improvement E ¥ Unnamed Category Rename Delete # §
count: @

drop box for gathering customer opinion that can be
implemented

hold weekly brainstorming sessions with program
management teams

establish a 'quality circle’ team approach for program
employees

purchase more state-of-the-art equipment

develop better processes for involving people across
departments/functions

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

General Rating Instructions

Participants will follow the instructions on this screen to rateeach of the

statements in the listaccording to the ratingquestions andscalgs) the

Project Administrator established. Progress is tracked visually in a

OPOT COAOOS AAO 11 AAkidns. AAT OA OEA OAOQET ¢
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Importance Rating

INSTRUCTIONS: Please rate the following statements, in the range indicated below.
Rate each statement on a 1-to-5 scale where: 1=relatively unimportant; 2=somewhat important; 3=moderately important; 4=very
important; S=extremely important.

PROJECT FOCUS PROMPT: 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 is...

(O show unrated statements only @& Show all statements

Rating Statement
Relbtively Extremely
Unimportant Important

o1 ©2 ©3 O4 O65 holdintroduction seminars for brainstorming

o1 ©2 O3 ©4 ©O65 conducting needs assessment and program evaluation for improvement

o1 ©2 O3 O4 O6F5 drop box for gathering customer opinion that can be implemented

O1 ©2 O3 O©4 OS5 holdweekly brainstorming sessions with program management teams

01 ©2 O3 O4 OF5 establsha'qualty crde' team approach for program employees

o1 ©2 O3 O4 O6F5 purchase more state-of-the-art equipment

01 ©2 O3 O4 O6F5 develop better processes for involving people across departments/functions

01 ©2 O3 O4 O6F5 developaconsistent user interface for al computer databases

Figure 66: Example of the Statement Rating Screen.

The | Save Rating Information | by ;tton will save the current rating information,
which participants can return to later if they were registered using self or
restricted registration.

Once ratingactivities are comgete, the Administrator may access and
Ghecld Gapprovedparticipant data through the Review Participant
Responsesicon (&) in the ParticipantsList, via theParticipants menu.
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Example: Reorganizing a Social Service Agency

Perhaps the best way tounderssT A OEA DBOT COAI 60 AAPAAEI E
a sample projecs for the North County Department of Social Service$he

following overview summarizes the basic steps of concept mapping

including data input, map analysis and interpréation, 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 Systes? Globalproject, as aacilitator 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 governmensponsored
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, faitlased
organizations, mental health agencieand 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

TAx 1T AAAAOh *TET 28 0O0*206 ' AOOGAUh EAO EO¢
suceessful tenure managing several smaller neprofit agencies in a large

urban area in anotherpart of the state. His arrival camat achallengingtime

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 wefbublicized 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 newAdministrator came into the job intending to reorganize
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 planningrocess to determine how best to
reorganize its workplace functions and processes.

There were several issues that motivated the navi ET EOOOA DT 080 AAA
including:

A A negative workplace culture marked by low employee morale, high
levels of turnover,frequent fighting between departments, and a
DAOOAOGEOA AOiI T OPEAOA 1T £ AEOOAOGPAAD Al
employees towards the clients they serve.

A A declinein funding as a result of several rounds of state budget cuts in
recent years.

A A statelevel 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

A What kinds of interventions could mprove the morale and culture of the
workplace?
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A How could the Department best improve relationships with its clients,
its partners and the surrounding community?

A What investments need to be made in IT infrastructure to better serve
clients and meet statereporting requirements?

Selecting the Participants

The newAdministrator (JR) assembled a small team of ten people to run the
planning effort. Of the tenfive were involved in client service andfive were

in administration. In addition, five were classfied as managers and five
were front-line staff. Thegroup varied in how longeach personhad been
with the Department.

Focus Prompt and Brainstorming

#1 1 AAPO 1 APPET C El @61 GEG AL pFEABOD DAIOIOE!
brainstorming, producingideas for subsequent sorting and rating. For
NCDSS, the focus promptas 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
EO8

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 thisactivity 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 thémportance of eachstatement. In addition,

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

teams eaclcompleteA O. AAAO | OOAOOI AT O 2A0PI 1 OEAE
dividing the responsibility for subsequent needs assessment worlzetween

the two teams. Eachteam would completethe needs assessment in areasf

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

perceives their respective responsibility.

Signing on to the system

As aProject Administrator, the first tool you will use for your project is CS
GlobaP, a webbased interface for managing the projectTo enter CS
Globak go towww.conceptsystemsglobal.conand enter the username and
password that was provided to you when you purchased your license.

e

| = CS GLOBAL
\

— -
To log in to your current projects,
enter:

User name or e-mail address

Password

@ SIGNIN ]

Sign Up
View Project List
Forgot Password

English / Canadien francais /
Deutsch / francais
— _/

To enter Concept Systems Global, sign in now.

This page is the common Concept Systemns Global Sign In page. Use this page to sign in to
a Concept Systemns Global project if you already have an account. If you do not have an
account, then you need to use your project's specific URL. Please contact your project
administrator if you do not have your project’s URL. Some administrators have chosen to list
their contact information with us. Please click the View Project List button to see if your
project and administrator's information is listed.

Figure 67: Example of theCS Global Sigin Screen.

After you log in, you will see a home page showing all of your active projects.
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http://www.conceptsystemsglobal.com/

Concept Systems Global Home

Welcome admin {fthis is not admin, please click herg)

My Projects (please choose one to begin)

1. Sirateqic Planning Example

Figure 68 Example of the Project List Screen.

Selectyour projecg ET  OEEO AAOAR O3 00Z0QdikiEgA 01 AT 1 I
on the hyperlink. You can return to this home page at any time by clicking

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

Project setup

After selecting your project, you will seethe AAT ET E O @©jécthored O
screen which showsthe project status and next stepsin the case of our
current example, the screen will show all key project steps as not yet
complete.

Service Quality Improvement Home

YOU ARE THE PROJECT ADMINISTRATOR Project Messages

STATUS OF PROJECT:
(February 5, 2008) test
& Brainstorming closed

* Sorting closed Brainstorming Bulletin
* Importance closed (Mugust 23, 2007) Perhaps this contains brainstorming
e Needs closed instructions.

Welcome Bulletin

This text will show up on the project home page, where all participants  rmapruary 73, 2005) Welcome to the project!
can see it each time they sign in to your project.

SUMMARY STATISTICS:

d started finished checked

Project 71 69 na na
Questions 17 17 12
Brainstorming 58 53

Sorting 15 9

Importance 15 6 1

Needs Assessment 13 4

Figure 69: Example of he 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 aProject Confidentiality Statement outlined in the
Appendix of thisSotware Guide. This is a onetime prompt askedat the
beginning ofeach new project.

Next, youwill set up the focus statement and other participant options using
the Project Settings menu.

Project Settings

Edit your project settings. Click on the help icons to get more information about each available setting.

General Settings Action
header text Sendce Quality Im provem ent @
project abbreviation Strategic Planning @
project theme ocean  w &
logo image fi Browse 3
ogo image file o
[Tl Chedk this box to remove the currentlogo
2 specific action that the North County il
Department of Social Services could implement
focus statement over the next five years to improwe its culture @
gnd lewvel of service is..
Do Mot Indude On Project List Page ] @
brainstorm max chars 2]
Demographics view Action
Ask demographics at brainstorming. [ @
Ask demographics at sorting. @
Ask demographics at Importance. @
Ask demographics at Meeds, &
brainstorming Action
brainstorming active &
brainstorming registration restricted registration - 2]
sorting Action
sorting active I} &
sorting registration restricted registration - e

Figure 70. Example of the Project Settigs Screen.
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Thefocus prompt provides instruction to the participants about what to
focus on during the brainstormingactivity . It is often an operended
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
EOS8

After entering the focus prompt youwill be able to chooseregistration
options for each phase of the projectFor example, youcanspecify

restricted registration for some or all of the phases of the project. eRtricted
registration allows the Administrator to maintain control over who can
participate by assigning individual usernames and passwordsandalso
allows the Administrator to track who has completed each projecphase
Other options include anonymougparticipation and selfregistration which
allows the participant to create their own unique username and password.

Participant Questions

Next, youare ableselect the questiongdemographics)that you will ask

participants to completeduring the brainstorming, sorting, and/or rating

process You can create demographics by using thisdd New Demographic

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

editing participant questions. (The labelfield is defined via theContent

Manager menu.) O AAZAOI 00 O OEA OAI OA OGOAOOEA
AAOGA EAO AAAT OAO O1 O3$Ai T COAPEEAG6S8(Q

In this example, participants were askd to answer the following three
guestions:

A How many years haveyou been with the organizatior?
A Are you amanager or staffperson?
A Are you a part ofclient service or administrative staff?
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The answers to thesequestions will be used later to compare maps and
results between different groupsif they are asked during the sorting and
rating phases of the project.

Add New Demographic

When you have completed creating your question, click the Save Question button above. You can preview it and edit this question
later, if needed, via the Questions menu.

Question name: |Leve| 4

im 7| E

Y

What is your job role level?

Question text:

Question type: categorical = &

Categorical Choices

Manager Add |

Staff

Edit |
Choices: Remove |
Move Up |

Move Down |

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

Next, you mustenter the ratings (Importance and Needs Assessment
Responsibility) described in the case exampleTo settheseup, selectthe
Add New Ratingption in the Ratings menu, which will bring up a screen for
creating and editingratings.

Here, you willenter the ratings:

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

1 Needs Assessment Responsibilitipr managers
Rate this 1=Yes if you think your office should be responsible for the
needs assessment on this item; rate O=No if you don't.

Add New Rating

This screen allows you to edit a rating scale listed in the Ratings menu. Entera name for the rating scale (which will serve asits
title in the rating scale list), an abbreviation that willshow up in participant menus, the rating scale instruction text, and the rating

value rangesand labels.
The type of participant data entry (radio buttons, numerical entry, or dropdown menu) wil default automatically depending upon

the value range - for example, arange from 1 to 2 wil produce a yes/no choice, a range up to 8 wil produce radio buttons,and a
range greater than 8 wil produce an entry field. You can also override this data entry type using the Data Entry menu item.

Project Service Quality Improvement

MName: |Im portance

Abbreviation: Importance

EB L 4= li=

Rate each statementon a 1-0-5 scale where: 1=relatively unim portant; 2=som e wh at im portant;
3=moderately im portant; 4 =veryimportant; 5=e dremely im portant.

Instruction:

DataEntry: — Select— ~  Leave blank for auto-selection of data entry

Minimume 1

Min. Labet Relatively Uninportant
Maximure 5
Max. Labet Extremely Important

Create Ercvcn Cancel

Figure 72 Example of the Add New Rating Screen.

After you create these ratings, they can be edited by tiReoject
Administrator using the Ratings menu.
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Ratings

Add or edit the rating scales for your project below. To set the order of the ratings, use the up/down arrows, then click the Save
Order of Ratings button.

# Rating
1 |Importance X T8
2 |Needs Assessment Xt}
Add New Rating | Save Order of Ratings |

Figure 73: Example of the Rating List Screen.
Entering Participants

Next, youwill define the participants using the Add New Participanbption
in the Participants menu. This will prompt you to enter individual e-mail
addresses

Add New Participant

Please enter the e-mail address or username of the person. If the person you wish to invite does not exist, you will have the
chance to create a person profile for them.

User Name or E-Mail: |

Cancel
Figure 74. Example of the Add New Participant Screen.

You canalso add a list of participantsn bulk entry, using email addresses
only, by entering orcopying andpasting a list of email addresses separated
by spaces, commas, tabs, or carriage returns.

Bulk Participant Entry

Enter or paste a list of e-mail addresses of your project participants. These e-mail addresses can be separated by spaces,
commas, tabs, or carriage returns. They can also be entered via cutting and pasting e-mail addresses from a column of an Excel
spreadsheet.
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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
DAOOEAEDPAT O AAT T AOAET OEAEO DAOOxIi OA Al
on the signin page.

Cocept Systems GlobalVersion 4.0 Software Guide 103







































