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Chapter 1 Overview

11

The Computer Assisted Personal Interview (CAPI) is used to collect respondents’
data in EDR utilizing an iPad. EDR is an Internet based data collection system
designed by NASS in response to the Government Paperwork Elimination Act.
Because data is keyed directly into the iPad and transmitted to the State Field
Office electronically, CAPI offers several advantages to the traditional paper
guestionnaires used by NASDA field enumerators to collect data:

e Decreased paper and printing costs

e Decreased UPS/Postal costs

e Improved Data Quality (less key entry chance for error)

e Increased timeliness of the data

e Lengthened data collection window

Document Layout

This document contains 13 chapters designed to provide an understanding of the
layout of the iPad and the CAPI data collection process. Any data collection
procedures listed in the Interviewer’'s Manual for a specific survey should be
followed with respect to the content of the questionnaire. Step by step
instructions with screenshots are included to assist in learning the systems as
well as practice exercises in the back of the manual.

e Chapter 2, Overview of the iPad, shows the various keys, buttons, and
screens of the iPad.

e Chapters 3-6 explain various applications/icons available to use when
collecting data on the iPad.

e Chapter 7, CAPI training (practice), outlines the difference between this
application and live CAPI (production).

e Chapter 8, CAPI, gives a detailed explanation of the CAPI application.

e Chapter 9, Data Collection Procedures, shows the steps to complete during a
survey period.

e Chapter 10, Security, outlines security procedures that are in place with
regards to equipment and Personally Identifiable Information (PII).

e Chapter 11, Proper Use & Care, provides information on maintaining
equipment.

e Chapter 12, Terms & Definitions.
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e Chapter 13, Practicing with the iPad, contains exercises to become more
familiar with the iPad.

This manual is also available electronically at:

http://www.agcounts.usda.gov/static/ CAPI Enumerator Manual.pdf

1.2 Contacts

Enumerators’ first point of contact should be their NASDA supervisor. If the
issue cannot be resolved the supervisor should then contact the NASDA
Coordinator or CAPI Point of Contact in their Field Office.
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Chapter 2 Overview of the iPad

Orientation Lock
f-A red dot appears when

Power Button / :

orientation is locked.

Volume
Control

Home Button

Slot to insert the
power plug
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2.1

2.2

ON/OFF

ON

Hold in the power button until the Apple Logo appears.
Release the power button and wait for the pass code and
keypad. Next, enter the pass code.

***|f an enumerator attempts to login to an iPad unsuccessfully 5 times in a
row, they should contact the NASDA Coordinator to recover their
password. Repeated login attempts can result in an iPad being disabled.
Ten failed attempts in a row will require the iPad to be shipped to
Headquarters for a reset. ***

OFF

Hold in the power button until a red arrow appears
at the top of the screen. Slide your finger along the
red arrow. A spinning “dial will appear in the center
of the screen. When this dial disappears, press the
home button to verify that it is off.

Locking/Unlocking the screen

Locking the Screen

After 5 - 15 minutes of inactivity the iPad will enter sleep mode, locking the
screen. Sleep mode can also be activated by pressing the power button once.
This mode pauses the current activity, placing the iPad into a low power state.
During survey periods, enumerators should use sleep mode between interviews
and only power down completely at the end of the day.
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2.3

Unlocking the Screen (Restore from Sleep Mode)

Press either the power button or the home button.
Slide your finger along the white arrow at the bottom of the screen.
Then touch the keys to enter the pass code.

nh

The widest end of the white charging cord has a gray box with a line printed on it.
Plug this end into the slot under the home button with the gray box facing up.

Charging the iPad - -
14
iy

Plug the other end of the white cord into the AC adapter so
that the gray symbol is facing the folded up plug ends.
Fold down the plug ends and insert into any outlet.

= = il =

Enumerators should charge the iPad each night after their work is complete. The
iPad has a battery life of approximately 10 hours. Unlike a cell phone battery, it
is ok to charge the iPad each night even if the battery is not drawn all the way
down to 0% power. It is also ok to plug the iPad in to charge with the power still
on.
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2.4 Information Located at the Top of the Screen

Indicates iPad has 3G
wireless connectivity.
Less than 3 bars indicates Battery life is shown here

a weak signal. 100% is a full charge. _j

wil_Verizon 3G

This symbol indicates
orientation lock is on.

25 Keyboard

Touch inside an input area on the screen of the iPad and the keyboard will
automatically display for typing.

The wording on this key will
change depending on what you
are doing. (Go, Search, Return,
Join etc.)

Press this key to close the
keyboard

Press either key that has ".?123" on it to get the numerical/symbol keyboard.
The keys then change to "ABC", press again to toggle back to the letter
keyboard.
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Delete text using the
backspace key:

This will delete the item
that is to the left of the
cursor.

-ny here
) 1

an

He said he is not sure how man,' ~+e5 will be harvested.
They had a really bad hail storm and he is behind.
This is why his reported yields are so low.

To delete text that is not directly to the left of the cursor, hold your finger in one
place on a word. A magnifying glass will appear, allowing you to choose the
exact location to position the cursor.

2.6  Opening Applications

To open an application, press on the desired icon.
(Anicon is a square looking colorful item on the
home page of the iPad.)

Note: Pressing too long on an icon will cause
all of the icons to wiggle. If this happens press
the home button to stop the wiggling.
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2.7 Home Button

Press the home button once to minimize an application. This button always
returns the user to the “Home” screen. The previous screen is then reduced to
an icon.

Press twice quickly to open the applications dock which displays all apps that are
currently running. Lightly touch an icon to return to the application.

2.8 Software Update Notifications

Periodically messages will pop up notifying users of available software updates.
Enumerators should NOT run any updates. All updates will be handled by
the Field Offices. Headquarters must first test the CAPI EDR instrument for
compatibility when any new updates are released.

2.9 Carrier Settings Updates

Users may be prompted to update their carrier settings on the iPad periodically.
Enumerators can run this update when prompted. The update does not require
connecting to a Wi-Fi.

Carrier Settings Update

New settings are available. Would
you like to update them now™?

Not Now Update

Re-issued November 2012 Page 12



Computer Assisted Personal Interviewing (CAPI)
Enumerator’'s Manual

Chapter 3 Safari (Internet)

The CAPI application runs through the internet using Safari, therefore it is vital to
understand how Safari works on the iPad. Understanding the functions involved
with Safari will make navigating within CAPI much easier.

Touch _ .
ki

Safari

3.1 Open aWebpage

www.nass.usda.gov/

Touch the address field to bring up www.nass.usda...v/quickstats/
the keyboard, type the web address,
then press “Go” on the keyboard.

Note: As the user types various web
addresses start appearing. These

are bookmarked pages or recent oo
pages that were opened. button
Press on an address to go to that (—

page or keep typing to enter a web
address that is not in the list.

Notice that as a web page is loading a blue bar moves across the address field
to show its progress.

Press @to clear the text in the box.

Press these arrows , located in the upper left of the screen, to return to the
previous web page or to go to next web page.

Re-issued November 2012 Page 13



Computer Assisted Personal Interviewing (CAPI)
Enumerator’'s Manual

3.2

3.3

3.4

Searching on the Web
Safari uses Google to search the web. Touch the search field and type the word

or phrase that describes what you're looking for, then press “Search” on the
keyboard. Press the link in the list of search results to open a webpage.

Bookmarks

wall Verizon 3G

Press this:1 to see a history of the recently visited web sites or to add a current
web site as a bookmark.

-, .
Usethe = icon to add a web site to the personal bookmarks.

Viewing Multiple Pages

Some links open a new page instead of replacing the current one. There can be
up to nine web pages open at a time.

Apple’s Operating System 5 uses tabs to distinguish different web pages. The
image below shows what Safari looks like when first opened. The first web page
is shown as “untitled” until the user either searches or types in a web address.

mm) \
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3.5

Below the user typed in the NASS website and has one page open.

wll Verizon 3G B:20 AM

MNASS - National Agricultural Statistics Service +

Open a new page: Tapping the “+” sign on the far right will bring up a new web
page without closing the original page. Below there are three web pages open.

will Verizon 3G

4 M | www.isa.us da.gov/iFSA/mobileWebapp?area=home&subject=landing&

MNASS - National Agricultural Statistics Service New York State Department of Agriculture &... O FSA Home | =

Go to another page: To go to a different page simply touch in the center of a tab
and Safari will bring that web page to the front.

Close a page: To close a page, touch the center of that tab (making it the active
page) and then touch the “X” to close.

Scrolling and Zooming

e Double tap on the screen to quickly e I
zoom in and zoom out. In the same__, E ' Ehe New Hork Simes
way double tap on a webpage to ma¥E mm :

expand the column.
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e To zoom in and out, place your fingers on the
screen as if pinching a pile of salt then spread
your fingers in and out while gliding them on
the screen.

e Place your finger on the screen and drag it across the screen to scroll or
move around.

e To quickly scroll to the top of the screen, pressing once on the time at the top
of the screen.

\

7:23 PM
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Chapter 4 Google Maps

YellowPages WhilePages Do Mol Use

Google maps can be accessed by tapping the maps icon on the home page.
This allows users to search addresses and query driving directions.

. Wil Fonead

Choose search to find a particular location on the map. Touch on the search
button on the top left and type the address in the top right cell box.

Directions:

Choose directions to get step by step directions from one location to another.
Maps will ask if the user would like to use their current location to start. Choose
to either use the current location or type a different address.
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Chapter 5 White Pages

YellowPages WhilePages Do Mol Use

Tap the White Pages icon to look up residential numbers and addresses. Users
can search by name, address, or reverse search by phone number to find more
information on respondents. The White Pages are useful to search phone
numbers or physical addresses for operations with only a PO Box listed.

Chapter 6 Yellow Pages

YellowPages WhilePages Do Mol Use

The Yellow Pages are similar to the white pages except that they are used to
guery businesses instead of people.
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Chapter 7 CAPI Training

CAPI Training performs the same as CAPI. The main difference is that CAPI
training is for practice while CAPI is for live data collection (commonly referred to
as “production”). When an enumerator first logs into CAPI training, they see a
purple banner. Enumerators should ALWAYS make sure they are in CAPI
training when practicing or they could inadvertently send practice data as live
data to the Field Office.

Prior to the start of a survey, the Field Office sends enumerators notification of an
upcoming survey, an assignment listing and copies of the questionnaire. The
listing will have IDs and USERKEYS that will allow access to the questionnaires.
The Field Office populates the assignments to both the training site and the live
site. Enumerators can then login to CAPI training and complete practice
interviews. This will help to familiarize them with the instrument and the flow of
the questionnaire.

***All pre-survey practice work should be charged to the project code for
that survey. ***

The CAPI and CAPI training applications are for the most part identical, and only
the differences will be addressed.

1. Tap on the CAPI Training icon.
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2. The PURPLE bar indicates practice mode.

il Verizon 3G

A [ | 151.121.3.111/enumerator

x

CAPI

D

3
—

P

|

Login
USDA National Agricultural Statistical Service

Username: )

Password:
(Csuomt )
submit

3. Enter the 6 letter username and 5 digit password by tapping inside each box and

typing in the keyboard which appears. Tap submit.

Note: The usernames are not case sensitive.

If an incorrect username is entered, CAPI returns the following message:

< =W MEEREERIT

X USDA Surveys e
USDA gari RANgS & *r ® <& ® <® <
i@ USDA Nitional Agculturel Satistics @drvice (% o & ,\c‘?’@ &=

User not found, try again

Username:
Password:

_ submit
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If an incorrect password is entered, CAPI returns the following message:

edverbon s & Jcs;§f
o e e

x USDA Surveys
LUSDA AP TRAINNG o o & . o o A
~m® USDA National Agilcultural Statistics Sérvice & &% & & F=

Password incorrect, try again

Username:

Password:

_ submit

4. The main difference between CAPI and CAPI training from this point forward is
that the operators’ names are set to “John & Jane Doe” in training; otherwise the

instrument is identical to the “live”, production CAPI including using the same
USERKEYS (see chapter 8.2).

***Eor further instruction see Chapter 8 CAPI-EDR Live Data Collection***
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Chapter 8 CAPI-EDR Live Data Collection

The CAPI icon is used to access live samples during the survey period.
Assignments will display once the Field Office loads them to CAPI and will
disappear once the close date passes. Field Offices will inform enumerators of
the official start and end dates for a survey when they send their list of
assignments and USERKEYS.

8.1 Logging into CAPI

e Tap on the CAPI icon.

Notice the top of the screen is a light when in live CAPI.

Login

USDA National Agricultural Statistical Service

Username: [

Password:

( submit )

e Enter the six letter username and 5 digit password and tap submit.
The username is not case sensitive.
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Invalid Username

If the username is not entered correctly, the following message appears

T - -
<1 e _ :

USDA Sanveyn M Mational Agricutiural Statinfc Servicn
LISDA united States Department of Agriculture

-
sl Mational Agricultural Statistics Service

> |-

User not found, try again

Username:
Password:

submit

Invalid Password

If the password is entered incorrectly, the following message appears:

I o=
o s I = ’ .

USDA Sarveys - Mationall Agriculiural Statinten Seevico
LSDA united States Depariment of Agriculture

-
=l Mational Agricultural Statistics Service

> |-

Password incorrect, try again

Username:
Password:

submit
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8.2 Enumerator’'s Assignment List (screen 1)

Once logged in, the enumerator assignment listing displays operations assigned
to that enumerator by the Field Office. Listings are sorted in Survey-POID order.
Operations that are in more than one survey are displayed under each survey
they are sampled for.

e Usom o Agteamrasiamessimics S ST

Survey Code: [0 - [ 1= | [ ntarssge ] Habwork States - Mag Al Logout
Show Commants
CAPI TRAINING CATTLE REPORT (36108)
Saved for
FIPS Counly Seq POID OpDom Userkey Fiavlany Address

36 029 14 100045500 OO0

3% 013 42 100054580 00 L ; Addresses -

\
) a5 o013 413 ToO195840 OO J ‘ Display =
3 013 705 810330710 00 - " Here o

Saved for Review

When an enumerator marks a record “Saved for Review”, an indicator =1 shows
in the Saved for Review Column for that record. For more information on the
Saved for Review feature see Chapter 8.5.

Assignment Listings
Survey Code: (34 | - | 1= | ntmrvirw Motk Status = Mag Al : Lagoat
Show Commaents
CAPI TRAINING CATTLE REPORT (3IE108)
S Saved for
ounty Seq POID  OpDom Usarkey Review Address
36 029 14 100045500 o0 J 1 ‘ Addresses Py
® 03 42 100054590 0O - ! Display s
i
[ 38 o3 a3 7ootesma0 00 L / , Here =
36 013 705 810330710 00 : -
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Completed Surveys

As operations are completed by an enumerator, they move to the bottom of the
listing and show “Completed: mm/dd/yyyy” where the USERKEY and interview
boxes were. For more information on completed surveys see Chapter 8.5.

CAPI TRAINING CATTLE REPORT
FIPS County Seq POID

3}k 03 42 100054580

~ 36 013 413 700195840
3 013 705 810330710

3 0a7 1115 947004760

3| 073 1131 D47030340

3 1 1138 857000310

3 07 1150 957014520

3 07 1156 967002580

3 029 1158 967003020

~ 3 013 1173 967013890
028 14 100045500

UEDA Burveys

(36108)

OpDom Userkey Saved for

Review

0o H

2 2 B 8 8

=]

g2

Completed: 11/052012 10:28:11

Address

Addresses
Display

Here
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Field Office Deactivated

Records that are received in the mail and checked in by the Field Office show as
“Field Office Deactivated”. (Shown below) They are moved to the bottom of the
listing because the enumerator no longer needs to complete those records.

CAPI TRAINING CATTLE REPORT
FIPS County Seq POID

3}k 03 42 100054550

~ 36 013 413 790195840
¥ 03 705  B103307T10

3 037 1115 947004760

3} 073 1131 947030340

3 1 1138 957000310

3 037 1150 957014520

3 073 1156 967002580

3 029 1158 087003020

~ 38 03 1173 967013880
028 14 100045500

UEDA Burveys

(36108)

OpDom Userkey Saved for

Review

0o

2 8 B 8 8

2

=1

Field OiTice Deactivated

Address

Addresses
Display

Here
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Map Individual Records

Tap on the map icon to the right of a sample to get directions to a single location.

o Uson Nibonal A ginetcaginee & & & & ST
USDA Hura; < < 4 4 &=
Assignmentlistings
Survey :II‘II::M:-: l": :C““""".: Matvwork Statss :: Mag AN < Logou
Shirw Commonts
CAPI TRAINING CATTLE REFORT {36108)
FIPS County Seq  POID OpDom  Userkey S“M“"h:”"' Address
36 o023 14 100045500 0O - o
35 013 42 100054500 0O . Addresses o
() 3 o3 a13 7o0igses0 00 | g Display s B2
) -
35 013 705 BI0330TI0 0O Here 138

If prompted to use the current location as the starting point, click “ok”.

“http/151.121.3.111" Would
Like To Use Your Current
Location

Don't Allow

Re-issued November 2012 Page 27



Computer Assisted Personal Interviewing (CAPI)
Enumerator’'s Manual

This opens a new Safari page with directions and a map.

[ [151.121.3.111/capiimapTto=B374+ EAST+MAIN+ST:3Chbro%3ECLYMET ¢ |~
USDA Surveys ] x USDA Surveys [-l-
UDAmwmage b il & S S A
USDA onal Itural Statistics, ce & & < s A
Map Page
[y, Y 12211, USA | (8374 EAST MAIN ST%3COrS3ECLYMERNY 14724 | (Ciear 1
B . [Map | Satelie |!
’ Albany, NY 12211, USA 3 n ) T Rov
o Wi
I 384 mi - about & hours 30 mins . o
Algangien Ottawa Montrenl
1. Head weston Bacon Ln toward US. 8 3151t Prowincial Park o o .
N/Loudon Rd Kansta St sean s - Rchess
2. Tum left onto U.S. 9 S/Loudon Rd 2.0 mi
Continue to follow U.S. 95
3, Merge onto I-80 W via the ramp to 16.7 mi
Buffalo R
Partial toll road o
Flint
4, Take exit 25A to merge onto |-88 W Mmoo
toward NY-7/Schenectady/Binghamton Detralt
Partial toll road e, L Musashq
5. Keep left atthe fork and merge onto 1-81 2.0 mi Toledd 3 :"”"”l"l"
onnectic
§ :,M 8 Mew H
6. Take the NY-17 W/interstate B6 W exit 0.4 mi o
Pennsyivania New York
toward Owego/Elmira Piispurgh it e o
e 7-_Merge onto NY-17 W 54.2 mi ghto

The starting location is denoted by a green maker (pin) with the letter “A”, the
destination with a pin labeled “B”. Touch on any of the red pins to bring up the
location box for that sample. /

E ;M.N‘(WE'ILLISPA | B374 EAST MARN ST :3003ECLYMER NY 14724 {mm}

g | Map | Satellite |

} e e

! B
i , Albany, NY 12211, USA "% | Address, City ,State ,ZIp Trois. Rt
1 Wcig)
n 384 mi - about 6 hours 30 mins aom
H Gel Dirgclions 36 - 100055550 - freal

IR Interview |

1 Head west on Bacon Ln toward U.S.9 315#
! N/Loudon Rd

{ 2. Tum left onto U.S. 9 S/Loudon Ad 2.0 mi
i Continue to follow U.5. 85

3. Merge onto I-90 W via the ramp to 16.7 mi
! Buffalo
Partial toll road

4, Take exit 25A to merge onto |-B8 W 117 mi
i toward NY-7/Schenectady/Binghamton Detrol
Partial todl road @ -

ershm:n . .
Mississaugao 0Tem

o Utica
London  Hamilon g

New Yark

Cratham Massachu

-}
prinaliat
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Inside the location box there are the options of entering a userkey to access that
operator’s survey list (see Chapter 8.4 for more information) or clicking on “Get
Directions” to make this operation the new destination “B” and display driving

directions.

Touch the “x” on the Safari tab of the maps web page to close the map entirely.

151.121.3.111/capimapTo=8374+ EAST+MAIN +5T%=3Chr2=3ECLYME

d:

2 I .

USDA Surveys

e o g sitosgiion &

a3

| Albany, NY 12211, USA .| : EIT4 EAST MAIN ST%3CorRIECLYMERNY 14724

b

? Albany, NY 12211, USA 5 vl
m 384 mi - about 6 hours 30 mins

1. Head west on Bacon Ln toward U.S. 9
N/Loudon Rd

2. Turn left ocnto U.S. 9 S/Loudon Rd
Continue to follow U.S. 95

3151t

2.0mi \

MNars Bay
©

(_ Cloar >} i
" . f
| Map | Satelite |!

{
Teois-Riviér
" i}
icse)
£
. W
Rigonguan Otlawa Montreal
Provincial Park o 9

Kanata Salt-Jean-si-Fochebey

2 ]
/— i
Kingsion Varmont

Map All

Select “Map All” to open a new Safari page with markers (or pins) dropped on all

the sampled locations.

%m A@gmu\fﬂrﬂuﬁn 4&&‘;& «‘&5‘ «*‘y «&&6 «@

Survey Code: (3 | - JRECTTY
Show Commants

CAPI TRAINING CATTLE REPORT (36108)
FIPS County Seq  POID OpDom  Userkey m"' Address
3 029 14 100045500 OO0 v
3w 03 42 100054500 00 Addresses ot

) 3 o3 413 7o019s840 00 J Display s
3 013 705 B103307TI0 00 Here i
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This is helpful for enumerators to plan their daily route.

'-.'-';\l: iy
+ Fr-d-ulﬂ

nbuege = Bembada 0 Il
e T
I:ﬂl.r'!ll'\-‘ﬂﬂ.ﬁ_lnm;r

Wanaisas &

| q,\'l'h
Chade Sty

= = e

¥ ran: .-.

Gl-xl
"-hr
" Illihtﬂﬂlu
Fla-cnll'en '

i Pt

iiiiii

anﬂ'lil

{-‘-l iR
o

L bt o

Note the color coding:

Green= current location
Red = samples not yet completed
Yellow=completed samples

Blue= Saved for Review

Touch on a pin to bring up the address of that location.

Tap the “X” in the right corner of a location box to close it.

Touch the “x” on the Safari tab of the maps web page to close the map entirely.

Viewing Individual ELMO Comments

Existing ELMO comments can be viewed from the Assignment listing page in two
ways. The first is to view each comment individually by touching on the comment

icon to the left of the listing.

Survey Coda: (38 - [ - e

CAPI TRAIMING CATTLE REPORT (36108)

FIPS Counly Seq POID OpDom
36 [Eret] 14 100045500 00
3 m3 42 100054590 00
@ o3 413 720195840 OO0 C
3B M3 705 B10330710 00 .

%ﬁsmu&u pqﬁﬁumru\ag&mm,\ﬂﬁm «(ﬁ&'

Show Commants
Saved for
Userkey Review Address

) =
Addresses el

) Display ik
L

Here *

@il 5. &

Hatwork Stats - Mag Al - Logout
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A comment box opens containing the ELMO comment. To close this box touch

“Close” in the top right side of the comment box.

Survery Coos
CAPI TRAINING CATTLE REPORT 6100
o i
FIPE County Seq POID  OpDom Usrioy :;::l‘.'!u:r

3E 013 42 C

o 13 TS B0 0

Address

- :

BN - APRIL AG. LABOR SURVEY - NOT A FARTHERSHIP BY THEIR
A 1% 13 VIEW, CORPORATION - JOHN PRESIDENT - JOSEPH VICE- PRESIDENT

View All ELMO Comments

The second way to view comments is to view all comments for all assigned
records. To do this touch on “Show Comments” on the right side of the

assignment listing.

CAPI TRAINING CATTLE REPORT (36108)

FIPSCounty Seq  POID OpDom  Userkey m“'

36 029 14 100045500 OO

3 M3 42 100054580 00

w 36 D3 413 T80185840 0D

3 M3 705 B10330710 00

%m Aﬁgmiﬁm «‘éﬁﬁ «ﬁ* «y «éﬁ «ﬁg

Address

Addresses
Display

Here

Habwork States :: Mag Al 3 Logout
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This displays a view of all comments. Note that if an operator is in more than
one survey his comments are displayed more than once. Touching on a blue
poid will redirect you to the userkey box of that poid back on the assignment
listing page. To close the comment listing, touch the “close” in the top right
corner of the box.

4 = I L g

LEOA Sarvays +
Comments for: 38102 Cioss >
FIFS POID Commani

CAP TRAINING CATTLE REPORT

36  TH0IS5840 571194 - APRIL AG. LABOA SURVEY - NOT A PARTNERSHIP BY THEIR VIEW. CORPORATION - JOHN
PRESIDENT - JOSEPH VICE- PRESIDENT

36 GET013830 REFUSED 2002 CENSUS
CAPI TRAINING MARCH AGRICULTURAL SURVEY

36 THOIES840 571104 - APRIL AG. LABOA SURVEY - WOT A PARTNERSHIP BY THEIR VIEW. CORPORATION - JOHN
PRESIDENT - JOSEPH VICE- PAESIDENT

38 @ET2800 REFUSED 2002 CENSUS
CAPI TRAINING - DECEMBER AGRICULTURAL SURVEY

36  TR0BRSE4D S5M1/84 - APRIL AG. LABOA SURVEY - ROT A PARTNERSHIF BY THEIR VIEW. CORPORATION - JOHN
PHESIDENT - JOSEPH VICE- PRESIDENT

36  GT0N2860 REFUSED 2002 CENSUS

1136

Network Status

Occasionally, enumerators may experience slower than normal performance
when trying to use CAPI. When this occurs the Field Office will need
enumerators to utilize the “Network Status” link available at the top right of their
assignment listing.
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o onton agtomrsivmessimes S A

Survey Coda: (38 - [ e jatyek Stan,

CAPI TRAINING CATTLE REPORT (36108)
Saved for
FIPS Counly Saq POID  OpDom Userkey Baview Address
36 029 14 100045500 OO =
36 013 42 100054590 OO Addresses P
) 36 013 413 T7o0195840 OO Display =
36 013 705 810330710 00 Here N

Touch on this link to open a new Safari tab that runs a diagnostic tool measuring
bandwidth. Note the results and report the bandwidth and download speed along

with the time, poid, and survey to the Field Office. Touch on the
tab to close this web page.

“x” in the Safari

(X1 D% | www dracerl orghandwash_melnrresuls oo Thgs=1 128 2dow
uln.l.-r-n m Handeash Metes | Gpeed 1ral Beputs l--l:
news | newslater {signwn) | vwish sk | polis
tracert downloads domans
TRACERT.ORG hasting cantacts
[ e LR T

The bandw metEr Wpe st fas finshed che g Eha ndwidth of your infemet connection

Aancw
WL this best did &
vour bamdwidth pee
YOu ane re
Tollow
abner ]
R BaASWIETH e (P !
i b of the resulthy, you can sbways do @

Bardwidth Tadt by TrecalT, ORG
Your current bandwidth reading is: .
Bandwidth

(130 Mooe)

which means you can download at (66.03 KB/sec) fgr-oursenues—

Download Speed
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USERKEYS and Survey Codes

There are two ways to access a respondent’s survey(s). If an enumerator is
accessing a respondent that was assigned to them by their supervisor and/or
Field Office, the POID and address will already be listed.

1. Loading a survey shown on the listing screen: Tap inside the empty box (see

below), enter the 6 character USERKEY provided by the Field Office on the
assignment listing, and tap interview. (Notice the interview box is grayed out until
the user begins typing the userkey). The USERKEY is not case sensitive and is

a combination of letters and numbers. Touch “interview” after typing the
USERKEY.

%:m mﬁﬁMrﬂﬁﬁmmﬁﬁm «*‘@& «“'é& «@# «6‘&& «@‘i@

Survey Code: | 3 | - . | Imtreew | Habwork Stabus - Mag Al < Logoul

Show Commants

CAP| TRAINING CATTLE REPORT (36108)
FIPS County  Seq POID OpDom  Userkey H::‘I"ﬂ:““ Addrass

3% 009 14 0o

3% 013 42 oo Addresses
013 413 Display
013 705 Here

2. Manually entering a survey code at the top of the screen: To access a POID

not already showing in the listing, enter the entire survey code in the boxes at the
top left and touch “Interview”.

Survey Code = 2 digit state fips code + 9 digit id + 6 character USERKEY
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CAPI TRAINING CATTLE REPORT
FIPS Counly Saq POID  OpDom

3% 029 14 100045500 0D

3 M3 42 100054590 00
-:' 36 02 413 70195840 00
3 M3 705 810330710 00

{36108)

Useskey

-

et Csom aena e saiminsies S ST

Saved for
Review

Hatwork Stats - Mag Al - Logout

Shiorw Commants

Address

Addresses =

Display

Here

Entering either the USERKEY or the entire survey code and touching interview

will open a new screen showing the operator’s survey list.

Logout

Each day when finished using CAPI, enumerators must logout of the CAPI
system. Touch “Logout” on the top right of the enumerator assignment list to

correctly logout of CAPI.

Survey Code: [0 | = [

1=[ | ( iarview ]

el Uso pitons sghbumriimteagiics & T & S ST
Ascignment Listings |

Show Commants
CAPI TRAINING CATTLE REPORT (36104
FIPS County Seq  POID OpDom  Userkey sm"":'" Address
36 029 14 100045500 OO0 e
3 03 42 100054580 00 Addresses =
) 3 o013 413 780195840 0O Display G
3 013 705 @10330710 00 ;=

&M&mﬂnﬂ@

Here
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Tap “X” in the Safari tab to close that screen.

m p
<i> USOA Surveys +

USDA, gar TRal " - 2
USDAMmatnﬁummﬁaumhn\Mw & - T & ,‘ﬁ&t‘

You have been logged out.
Login

Username:
Password:

submit

8.3  Supervisor’'s Assignment List (screen 1)

The supervisor’s assignment list is different than an enumerator listing. When a
supervisor logs into CAPI, their view is arranged in an accordion style and
includes the supervisor, their enumerators, and possibly an unassigned category.
Enumerators do not see this same display. The listing shows the number of
Assignments, Completed (including Field Office Deactivated records) and Saved
for Review questionnaires for each enumerator. These counts are a sum of all
active surveys for each enumerator.
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L g

151.121.3.11/capiflogin

USDA Surveys

[+]

USD. | TRAI &
ﬁﬂh onal Agﬁiilmramﬁtmmnﬁ;u 4,,-@5&

Assignment Listings

Survey Code: @-‘ 1- [ ] ( interview ) Metwark Status :: Map All = Logout

* Enumerator: UNASSIGNED Assignments: 2 Completed: © Saved for Review: 0

* Enumerator: Enumerator 1 Assignments: 57 Completed: © Saved for Review: 0 Map
* Enumerator: [ Enumerator 2 Assignmenis: 30 Completed: © Saved for Review: 0 Map
* Enumerator: | Enumerator 3 Assignments; 48 Completed: 0  Saved for Review: 0 Map
» Enumerator;| Cnumerator 4 Assignments: 48 Completed: O  SavedforReview: 0  Map

Enumerator 5
* Enumerator: \ Assignments: B1 Completed: 1 Saved for Review: 0 Map

Each gray bar can be touched once to expand and display the listing for that
enumerator. Touching the bar again will collapse the listing.

X USDA Surveys +
L 0
Survey Code: |35 - - | (Cimenview ) Network : Map All :: Logout
* Enumerator: UNASSIGNED Assignments: 2 Completed: 0 Saved for Review: 0
* Enumerator:  Epumerator 1 Assignments: 57 Completed: 0 Saved for Review: 0 Map
* Enumerator; Enumerator 2 Assignments: 30 Completed: 0 Saved for Review: 0 Map
» Enumeralor; ENUMerator 3 Assignments: 48 Completed: 0  SavedforReview: 0  Map
VE . Enumerator 4 5 ) . =
numerator: ——————————— Assignments: 48 Completed: © Saved for Review: 0 Map
Enumerator 5
* Enumerator: Assignments: 81 Completed: 1 Saved for Review: 0 Map
Show Comments
CAPI TRAINING CATTLE REPORT
Reassign FIPS County Seq  POID  OpDom Userkey Saved for Address
; Addr
O 3 051 93 100058870 00 ddresses iR
[J 36 089 143 300034770 00 - Display iz
O a3 101 146 300040860 00 - J Here =
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Map Assignments by Enumerator

In addition to the mapping features described in Chapter 8.2, supervisors also
have the option of mapping assignments by enumerator. Touch on the “Map”
link to the right of the desired enumerator to map an enumerator’s entire

assignment.
Assignment Listings
?llnra\r Code: (3] - [ 1= () Cintendew ) Network Status :: Map Al :: Logout
* Enumerator: UNASSIGNED Assignments: 15 Completed: 0 Saved for Review:
FEnumerator: T T T 00T Assignments: 33 Completed: © Saved for Review: Map
Enumerator 1
¥ Enumerator: Assignments: 33 Completed: 1 Saved for Review: 0 Map
Enumerator 2
¥ Enumerator: | Assignments: 43 Completed: © Saved for Review: 0 Map
Enumerator 3
* Enumerator: | Assignmenis: 23 Completed: 0 Saved for Review: 0 Map
Enumerator 4
* Enumerator: | — Assignments: 44 Completed: 0 Saved for Review: 1 Map
Enumerator 5
* Enumerators, — Assignments: 30 Completed: 0 Saved for Review: 0 Map
b Enumerator: | Assignments: 7 Completed: © Saved for Review: 0 Map

A | 151.121.3.111/capiimap?superid=36108&enum=desmsc & \
USDA Surveys ( l % USDA Surveys F
us T s M“’ A & @
3 USDA National cunurakﬁmcq@fmice <& . < & Poat—1

[@ P ey ;,/ [ Map | Sateliite
Souhd Wieps | Ol EBrocawle i
foge (,] O e ./ Verm
wlerbérough s Hacanes !
afi e o oor
pinte e Bosacta Kingsl

L @il ce A "
orth York Edwara )
Bramptono < oxdeaniol Futand
Kitchener u,,.,f,.w. Tiweg
Hamilton 00 ~7 ? Rochaste "t @ Rom
o o5l Ca °
@ o Londor Attor b & Syrpcuse
- $ New York
Trey & » Tro
< . ? N .mnf;ny sl
onia “VOEEOl ¢, Chanaftkent e g
" ©isa
b Ene won'r-.-\ 9 ] Binghameon &« s
E =
s Sprnr
W P
by -}
ﬁ Chv:hnn Copnetl
g br ) 4 {23 Ne aN
Tiftn AKION gme YOUNGSLOWN <o = Wenes-B [
FEa mi ) o {rwiiturs - Haslelon Yirkor s aSUme
Butle: & e
Mansfesa L Pennsvivania

Touch the “x” on the Safari tab of the maps web page to close the map.
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Assigning and Reassigning Samples

All assigning of records should be done in the live CAPI instrument.

Field Offices will give detailed instructions on when to make assignments. For
some surveys, assignments may be pushed out for review more than once (for
example when a survey has direct to field assignments to complete first and then
callouts that need field follow up later). Sometimes it is also necessary to shift
work once data collection has begun. This new interface gives Field Offices and
supervisors the flexibility to change assignments at any time.

When a supervisor is notified that their assignments are available for review, they
should login to CAPI. All assignments for their review will be pre-assigned to
their enumerators or listed under a gray bar titled “unassigned”. Supervisors
should review the assignments, make the necessary updates and alert their Field
Office once they are finished. The Field Office will then pull those assignments
back and update SMS.

It is important to maintain good communication with the Field Office and to alert
them of any assignment changes. Field Offices will provide guidelines on how
and when to communicate any reassignments.
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Each enumerator’s listing is displayed in survey/poid order. To the far left is a
column titled “Reassign”. Supervisors can select one or more records to be
reassigned to one new enumerator by touching inside those reassign box(es).

Once the box(es) are selected, a reassign option comes up on the top right of the

page (shown below).

Assignment Listings
¥ Code: (4] - <[] Gt Partveork: Status = Map Al - Logout
Raassigning ... 1o - Flaaisge ]
# Erumaralor: UMASEIGNED hspigimonts —— S for Raview—
* Erwmemior: @ Enumerator 1 Assignmonis: 1}  Comgleied: 0 SmedirRmdow 0 Mg
= Enumenice: 4 Enumerator 2 Assignments: 1} Comploind SwedicFaview 0 Mao
Sk Commanis
CAPI TRAINING CATTLE REPORT
Reassign FIPS County  Seq POID  OpDom Userkey 5;""‘: for Address
B(m o3 &2 100054580 OO Addresses =
B35 013 413 THON19840 00 Display -
3 013 TOS  BI0XW0TO 00 Here -
—

***To cancel a reassignment, uncheck the reassign box on the left of the
assignment listing and the “Reassigning to” box will disappear.
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Touch the drop down arrow in the reassign box to display the supervisors and
their ids followed by their enumerators with their id and their supervisor id in
parentheses. This listing is sorted by supervisor group.

* Enumarnator: UNASSIGNED

* Enumenics  Enymerator 1
= Erusmamilor.  Fnimerator 2

CAPI TRAINING CATTLE REPORT
Reassign FIPS County  Seq

B 3 03 42

: - Mabwork Sty - bop Al = Looout
Drop down arrow \
Reassigning . %0: i E] Fesin
Assgnmants: 22 Comgloled & 81 gypervisor 99001
Assignments. 13 Cesgleied. © 8 Epumerator 1(SUP99001)
Assignments: 11 Corsplsiod % Enumerator 2(SUP99001)
Erow Commanis
POID  OpDam Usaricey for Addreas

100054580 DD

Roview

Currently there is no scroll option available. If the desired name is not displayed
with the drop down arrow, touch inside the reassign in the top right and begin
typing information on the enumerator to assign to. CAPI will find matches on first

name, last name, enumerator id or supervisor id.

Survey Code: 34 — i Mabwork Stafis - Map AR — Looout
\
Radssighing ... 19! o - Plaiciagr
¢ Enumarator: UNASSIGRED Assignmanis: 1 Cemgloied © 8¢ Enumerator 1 99001
* Erwmamier:  ENnumerator 1 Assignments: 12 Cemglolsd. 0 52 Enumerator 2 99002
-~ Enumemiee:,  ENUMerator 2 Assignments: 13 | Complelc s Enumerator 3 99003 )
Show Commenis
CAPI TRAINING CATTLE REPORT
Saved for
Reassign FIPS County  Seq POID  OpDam Usarekmy Ravisw Addreas
B 35 o013 42 100054500 DO BD ol
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Once the match is displayed touch on it and the drop down box will disappear.
Touch on “Reassign” on the far right and that record will move from the original
enumerator’s listing to the newly assigned enumerator’s listing.

il Verizon 3G

2:35 PM

| (A

[ | 151.121.3.111/capillogin

USDA Surveys +

Survey Code: @ - (

J-(

] { Interview )

» Enumerator: UNASSIGNED

* Enumerator:  Enumerator 1

~ Enumerator: Enumerator 2

Assignments: 15
Assignments; 332
Assignments; 33

Network Status :: Map All :: Logout

Reassign ]

[ Reassigning ... to:  Enumerator 1 99001

Completed: 0 Saved for Review: 0

Completed: © Saved for Review: 0

EE

Completed: 1 Saved for Review: 0

Show Comments

Reassigned records are appended to the bottom of the new enumerator’s listing
in survey-poid order until the page is refreshed or the supervisor logs out and
back in again. It is important to note if an operation is in more than one
survey, all assignments for that operation are moved to the newly assigned

enumerator.

Entering an invalid character, name or number will result in the message “The
value entered in not valid”. Use the backspace to clear the entry and retry.

il Verizon 3G

2:15 PM

< A

[ | 151.121.3.111/capillogin

G

USDA Surveys +

- (

Survey Code: @ -(

] { Interview }

» Enumerator: UNASSIGNED

* Enumerator:}  Enumerator 1

Enumerator 2

~ Enumerator: /

Network Status :: Map All :: Logout

[

The value entered is not valid. . |,/

i | - ] ] Reassign

Assignments:
Assignments:

Assignments:

15 Completed: 0 Saved for Review: 0

33 Completed: 0 Saved for Review: 0

EE

33 Completed: 1 Saved for Review: 0
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Assigning across Supervisor Territories

Supervisors have the ability to assign records across supervisor territories.
When this is done, the original supervisor always maintains that record and it
displays in their listing below their own enumerators. The enumerator will see
the additional assignments at the bottom of their assignment list sorted by
survey.

8.4  Operator’s Survey List (screen 2)

The Operator’'s Survey list is the second screen that opens in CAPI. It shows the
name of the respondent, the surveys available for the selected respondent, the
dates the surveys are available, and the survey status. Surveys that are
underlined and are in blue text are available to enumerate.

Ope Rator's Survey List
Current surveys for: ANY FARM INC. / JOHN & JANE DOE
Survey Name Status Available
, Begins: 09/26/2012
CAPI TRAINING - DECEMBER AGRICULTURAL SURVEY
Poslieble Ends: 12/31/2020
P | VEY Available Begins: 1 012
Ends: 05/28/2016
CAPI TRAINING CATTLE REPORT Begins: 10/05/2012
Confirmation Code: 411702 Completed on: 104082012 Completed Ends: 03/31/2016
Status
The status can be any of the following:
e Available The survey is available to complete.
e Completed The survey has been submitted to the FO.
e Saved for Review The survey has been saved for a supervisor
review.
e Field Office Deactivated The survey was completed and returned by
mail.
e Coming Soon The survey is not yet open for data collection.
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Survey Beginning/Ending Dates

Under the column “Available” the beginning and ending dates of a survey are
listed. Surveys are not available to enumerate before the beginning date (the
survey will not be underlined and displayed in blue and its status will indicate
“Coming Soon”). A survey automatically disappears from the Operator’'s Survey

list once the end date has passed.

o et

USOA Sorvrgs — -! = o Ye40 _[-I-
Sl (o0A lbona gttt intcagivie S ST

Current surveys for: ANY FARM INC. / JOHN & JANE DOE

Survery Name Status Avnilable

o
Bagins: 12/09/2012
CAPI TRAINING MARCH AGRICULTURAL SURVEY Coming Soan - o i

\.

Bagina: 100092012
A
CAPI TRAIMING CATTLE REPORT valabiy Ench: (MIOERENE

. Bagina: 107262012
CAPI TRAINING - DECEMBER AGRICULTURAL SURVEY Avaiabio T —
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Viewing ELMO Comments

If there are existing comments in ELMO for the operation, there will be an option

on this screen to View Comments (in addition to the options already shown on
the assignment listing page.)

Operator's Survey List

I mmmmmnmmnmwc[ Viww Comments }
CAPI TRAINING _MARCH AGRICULTURAL SURVEY Avaiabio Baghe: 100002012

Ercls: 08012018

Baging: 10082012
CAPI TRAINING _CATTLE REPOAT . Ends: 04/04/2016

Bagina: 10/26/2012
CAPI TRAINING - DECEMBER AGRICULTURAL SURVEY Avaiabin Bt REATG

Tap on View Comments to display the ELMO comment. Enumerators should
review comments prior to contacting a respondent as they may contain sensitive

information not to be shared with the respondent. Tap “Close” in the comment
box to close the comment screen.

Currant survys lor: ANY FARM INC. /JOHN & JANE DODE View Comments

Survey Nams Siatus fvallnbbe

Bogins: 1 06201; i
B TR ANMENG R
s — Fomm—— i DA

OFDE-0ry Baan PUmsngs—In Utuns, v mbssagse of wihal inhd you nbod and
Thoy will call back. kim
CAP] TRAINING  Clsomme .

. . A By
CAM TRAINING - DECEMBER AGRICULTURAL SURYEY Mow el .

Quswillena?
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85/45 —Multiple Operations

Multiple operations (Opdom 85/45’s) can also be handled through CAPI. For
multiple operations CAPI displays both operations in the Operator’s survey list
with the 85 record’s surveys listed first and the 45'’s listed second. These are two
independent interviews and can be completed one after the other.

Operator's Survey List

Current surveys for: ANY FARM INC. / JOHN & JANE DOE  View Comments

Mw Harme Status Avpdlable
Bagins: 10/08/2012 )
CAPI TRAINING MARCH AGRICULTURAL SURVEY :
Awalablo Ends: 0610172016
Begins: 10/09/2012 85 Record
CAP1 TRAINING _CATTLE REPORT
Pomiialy Ercls: 04104/2018 >
Bagins: 107282012
CAPI THAINING - DECEMBER AGRICULTURAL SURVEY
fremtaie Ends: 0520206 | )
Curment surveys for: ANY FARM INC, 7/ JOHMN & JANE DOE View Comments
Survey Name Status Avallable
Bagins: 10092012
A
CAPI TRAINING _MARCH AGRICULTURAL SURVEY vaiabig Ersis: 0601 2016
Bagina: 10/09/2012 45 Record
CAP1 TRAINING _CATTLE REPORT
Avalabio e OUOA2018 | |
Bagins: 10/26/2012
GAPL TRAINING - DECEMBER AGRICULTURAL SURVEY p— S
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8.5 Loading a Survey (screen 3)

Click on the blue underlined survey name to load an individual survey.

[

ST

P s N N SO AR G L R

Current surveys for: ANY FARM INC. / JOHN & JANE DOE

IL'

Burvay Mok Status Availabe

[t:.-.ﬂ TRAINING MARCH AGRICULTURAL SURVEY ] Avalabi B""E::; ﬂ:‘:ﬁ
CAP| TRAINING _ CATTLE REPORT e B’El".,l.mﬂ
CAPL TRAIMING - DECEMBER AGRICULTURAL SURYEY Aovmlabla BWEE LB;E::-:;;

Note: Loading a survey requires a cell signal. Itis imperative to load

surveys before going to visit a respondent. Up to four surveys can be loaded
at one time. It is recommended to load once in the morning and once in the
afternoon to allow the status to be as up to date as possible. (If a Field Office
checks the mail returns in mid-morning, they would be deactivated at that point.)

Verify Operation Information

The first screen of every survey will be the operation information.

¥ eI OpssTatin. (B son [

o Iame: | MY FaRk e

ali's Mami | JOHN & JANE DOE

Sereet Adkdresac| 10000003 I™ 51N

L, | 1000 iLLE Sinte:| 2 | Zipc | suzs
Phione Nimiber: | sodtoiid

E-Mail Address

YA TEHEO0S

esishls - Befusal © Save
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Like traditional paper questionnaires, the name and address of the operation
should be verified first.

e If no changes are necessary, tap the box on the top left that the operation
information was verified. (Note: there is always the option to return to this
screen at any point in a survey and make changes).

e To enter changes, tap inside each input cell to be updated and type the
corrections. After all changes are entered, tap on the box to verify
operation information.

Inaccessible

If the final interview attempt results in an inaccessible, tap here. (This choice is
an option on every screen throughout the survey.) The instrument will then route
the user to the conclusion page of the questionnaire. The response box will
automatically update to inaccessible. Pages 55-58 provide further instruction on
completing the remainder of the conclusion page.

If an enumerator encounters a situation where the respondent is not available or
cannot do the survey at that time, they can simply save the survey, the screen
will automatically close and they can reopen it at another time.

Refusals

If the final attempt results in a refusal, tap here. (This choice is an option on
every screen throughout the survey.) The instrument will then route the
enumerator to the conclusion page of the questionnaire. The response box will
automatically update to refusal. Pages 55-58 provide further instruction on
completing the remainder of the conclusion page.
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Save

At any time during a survey, the user can tap “Save”. This saves the data
entered to that point, closes the current Safari screen once the data has
transmitted, and returns the user to the operator’s survey list screen.
Enumerators can then return to that record at a later time.

Entering Survey Data

Radio
buttons

> © One rdwidual - chcl hamy

After verifying the operation information, the first screen of the interview appears.
The page numbers are listed across the top in blue, with the current page in
gray. It is important to note these pages do not correspond to the page numbers
in the paper questionnaire. Tapping on these page numbers will jump forward or
backward in the questionnaire. Another option to move from page to page is to
tap the previous or next buttons at the bottom of each screen.

Some questions require a yes/no response or a selection from a list of choices.
In these cases, tap the radio button to select a response and then tap “click
here”. Tapping “click here” allows the instrument to route the enumerator to the
next appropriate question or section.

Inscoessibie - Refusal - Save

Page numbers
*_# g

23456 TESI0IL I2 15 14

. Mew the day-lo-day decskons Bor es operaieon made By

one ndividual, 8 hired manager, o patteen ) |Check anal

A hired manage - chh P

Mt of
Pasinars — How many paines maks the day-io-day decaion. ¥ Partnmsy

Enbsr mumbar of painess, isoliding oparaiol, whd esn Cosviee
Parfnels @y operaie lend and share i Secsean maiing
D sl inciuda ndicits and lenhants & painen

Moves forward or

(— back one page

Frgaagn Peat
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There are two ways to enter information into a cell:

1. The first is to tap on the item code itself. This will bring up a calculator (see
below). The calculator can be used to add and enter figures. For example if a
respondent is listing off the different acreages he rents, enumerators can add
them here as he lists them. The calculator also displays an abbreviated form of
the current question to help keep one’s place in the questionnaire.

There is also the option of “DK” on this calculator. The “don’t know” button
should be used when a respondent has the item of interest, but is unsure of the
number. When a “DK” is entered the system puts a “-1” in the cell. This is the
coding needed by the Field Office when editing the data. It is important to note
that entering a “-1” using the iPad keyboard is not the same as entering a “DK”
using the calculator and should not be done.

One important difference between CAPI and paper questionnaires is that there is
no option to “dash” a cell. If the answer to a question is none or zero
enumerators should simply leave that cell blank. NEVER ENTER ZEROS IN A
CELL.
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cam

ru CO P2 | 151121301 Vsurvey 1 1365201 8000000001/4 14141414141

Number Keypad/ Calculator

112 13 14 15 * unique to each item code |
tod = used to calculate values and/or enter data
operated under this land arrangement.
many acres did this operation: Acres
+ 801 300

bm others or use Rent Free? —
id on an animal unit month [AUM] basis.) * blz 200

- 100 | How many acres did this X l

operation rent 1o others?

1b - 1¢. Then the total acres operated on February 1 was: m@

;::ﬂﬁ;n:[:;;::;mgnﬂ, woodland, pasture land, @D- Q
Item Code Button @@@@
= tap item code to enter data e '

. . 4 ) 5 6 ) -
= number keypad / calculator will appear Q%)C)Q
= fap same item code again to hide @&@\:j
keypad ...ortap a differentitem code fo T A — 1 —
replace one keypad with another ( \-J—C-" )
Previous MNext

Once the number has been entered, tap previous or next inside the calculator at

the bottom to automatically move to the next (or previous) cell. If an enumerator

taps “X” on the calculator after entering a number this will close the calculator but
does not place the cursor in the next cell. They must tap the next item code to

move the cursor into that cell.

2. The second way to enter data is by tapping inside the empty cell. This brings

up the iPad keyboard. This method does not have a “DK” option or any
calculator functions.

After entering a number use the “Next” button on the left of the keyboard to move
to the next cell. It is important to note the difference between the previous/next
cell which is on the keyboard and the previous/next page which is located at the

bottom of each page.
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Please report total acres operated under this land arrangement.

1. On February 1, how many acres did this operation: Acres
a. ,Own? * 300
Bo* t or Lease from others or use Rent Free?
ude land used on an animal unit month [AUM] basis.) + @ M

¢. Rent to others?

2. Calculate item 1a + 1b - 1c. Then the total acres operated on February 1 was: - E

a.  Does this include the farmstead, all cropland, woodland, pasture land,
wasteland, and government program land?

To enter data in a different cell,

tap the desired box or use the | Go
keyboard’s navigation buttons.

Notice that a cell will be outlined in red when data is being entered and then will
turn green once that data has been transmitted.
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Change in Operator

Similar to a paper questionnaire, answering “No” to all the screening questions in
a survey will route the enumerator to the Change in Operator page.

R CAPI TRAINING - DECEMBER AGRICULTURAL SURVEY

1. Please answer the following question(s) for the total acres you operate.

a. Did you grow any crops of cut hay in 20117 Yes Mo (Continue)
- =
b. Is any of the land in this operation cropland? Yes (_chick here ) Mo (Continue)

{Including idle cropland and cropland in government programs such as CRP, etc.)

c¢.  On December 1, did you have any whole grains, cilseeds, or hay - -~

stored on this operation? Yes (_click here ) No (Continue)
— ~

d. Do you have facilities for storing whole grains, or cilseeds? Yes (_cick here ) Mo (Continue)
ey

e. Do you own or raise any livestock or poultry? Yes |_click here ) Mo (Continue)

f.  On December 1, did this operation have more than 99 acres of

pastura? Yes ( click here ) Mo ( click here K :Z

The same procedures used with paper surveys should be followed, allowing for a
new operator to be recorded if applicable.

F‘é%e 12345678810111213141516

Section 4 - Change in Operator
1. . Has the operation been sold, rented or turned over to someone elsa?

P o "

() YEs C'G"CK hm-) () NO(Gotoa) a. Will the land be used for any agricultural purpose by you

(the operator), or anyone else in the next year? Include
growing crops, grains, row crops, cilseeds, fruits,
vegetables, speciality crops, or raising any livestock or
poultry.

) vyes () poN'TKNOW () NO
Regardless of answer to above, write a note to explain the

situation, then [ dlick here )
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Verifying Existing Partners

If the question “Are the day to day decisions for this operation made by an
individual, hired manager or partners?” is answered as partners, the CAPI
instrument will automatically route the enumerator to the partner page.

If there are existing partners, the radio button for partners will already be selected
and the number of partners will display in the box. The radio button can be
changed to individual or managed and the number of partners can be changed if
needed. The partners will be listed on the partner page and can be verified,
updated or deleted.

3. Please identify the other person(s) in this partnership.
{Verify partners names and make necessary corrections if names have already been entered.)

() [Check if verified]
- [Check if no longer a partner]

{Check if verified)
Name: JANE DOE Phone: | 1234567800
(First) (Middle) (Last)
Address: 7831 COUNTY ROUTE 13 | [BATH ] (wv] (14810
(Rtor St (City) (State) (Zip)

Did this partner operate land individually on June 1, 20117

e Verify by touching the radio button “Check if verified”.

e Update a partner’s information by touching inside the box to be updated
and typing the correction.

e Delete a partner by touching the radio button “Check if no longer a
partner”.
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Adding Partners

There is also room to add new partners. After any existing partners are listed
there will be a blank partner area to add new partners. Touch inside the input

cells and type the new partner information.

(O [Check if verified]
O [Check if no langer a partner]

{Check if verified)

Name: [ ] J
[First) (Middie) (Last)
Address: |, J ] [j [
(Rtor St} [City) (State) (Zip)
Did this partiner operate land individually on June 1, 20117
(_-J Yes
G No

Concluding an Interview

At the conclusion section of a survey, there is the option of “Previous” or
“Finish”. Select finish to go to the response page shown below. Use the drop
down boxes by touching inside the cell and scrolling through the choices for each

item.
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Response Page

- Change in name or address for:

JOHN (315) 822-6647

Response: [ Select One v

Respondent Name: [
Respondent Mode: [ Select One v

Enumerator: [

Respondent: | Select One v

| —

Comments: *

( Previous } (_ Save jJ ( Save for Review :)

Response:

Completed

Refusal

Inaccessible

Office Hold
Refusal-Estimate
Inaccessible-Estimate
Office Hold-Estimate
Known Zero
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Respondent:

e Operator/Manager

e Spouse

e Accountant
e Partner

e Other

Respondent Name:

This only needs to be entered if the respondent is someone other than the
operator.

Respondent Mode:

Recording the respondent mode accurately is vital to the CAPI project. In order
to assess the CAPI program and conduct cost analysis, enumerators must use
the correct mode code.

e Telephone on Paper — the operation was called, data was
recorded on paper and then entered into the iPad later.

e Face to Face on Paper — the interview was done in person on
paper and then entered into the iPad later.

e Telephone on iPad — the operation was called and the data was
entered directly into the iPad.

e Face to Face on iPad — the interview was done in person with data
entered directly into the iPad.

Enumerator:

The state fips code + enumerator id must be entered at the end of each
survey. This id will remain in place unless manually changed regardless of
whether a supervisor reviews the record on not.

For further information on coding response and respondent please refer to the
Interviewer’s manual for each survey.
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Comment Boxes

Throughout the survey there are comment boxes at the bottom of each page.
These should be used to comment on specific items and the item code or
guestion number should be referenced in the comment. (Example: Item code
802 — respondent was not sure of exact cropland acres.)

The comment box on the conclusion page is available to enter any general

comments about the operation not related to a specific question. (Example: The
best time to contact this respondent is in the evening.)

Save, Save for Review, and Final Submission

*** The following describes the differences between Save, Save for Review, and
Final Submission. Enumerators should refer to their Field Office’s policy on
saving and submitting before using any of these options. ***

— - .
= Change in name or address for: Inaccessible :: Refusal :: Save

JOHN (315) 822-6647

Response: [ Select One B
Respondent: | Select One ﬁ

Respondent Name: [

Respondent Mode: (Select One [+ ]

Enumerator: [

Comments:

|_Previous ) (_Save ) |_ Save for Review ) |_Final Submission |

11 1
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Save:

Tapping the “Save” button will save a record to the EDR cloud, but allow
enumerators to access the questionnaire at a later time. Enumerators can enter
more data, edit and review the data collected on the questionnaire or add
comments. Note that the purple “Save” in the top right corner serves the same
purpose.

Save for Review:

Tapping the “Save for Review” button will also save the questionnaire to the EDR
cloud, but also alerts the supervisor that the enumerator has completed the
guestionnaire and it is ready for review and submit to the Field Office. The
supervisor can make updates or changes to the data.

NOTE: Both the supervisor and enumerator can pull the same questionnaire up
on their iPad at the same time and conduct a review over the phone. To submit
the finalized questionnaire to the Field Office, the “Final Submit” button must be

activated either by the supervisor or the enumerator.

Once a questionnaire is marked “Save for Review” the assignment listing screen

must be refreshed to view the indicator. Use the refresh button in the web
address bar (shown below).

10:20 AM

D{ CAPI +
USDA CAPI TRAINING -
P | USDA National Agricultural Statistical Service =
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A flag of “1” will appear in both the enumerator and supervisor assignment listing.
This will indicate to the supervisor that the record is complete and ready for
review, eliminating the need for enumerators to call their supervisors each time
they have work completed. Unlike completes, records marked as “Saved for
Review” remain in poid order and do not move to the bottom of the screen.

FIPS County Seq

36 043 147
36 121 292
36 103 630
36 103 775
36 103 797
36 103 B35
36 103 943
36 o 957
36 103 965
36 103 997

36 103 1056

36 103 1058
a6 103 1169
J6 103 524

CAPI TRAINING MARCH AGRICULTURAL SURVEY

POID

300042750

00709350

791285900

847015020

847909300

B57023970

807002150

807801850

927014220

927016990

267011790

790615220 Completed: 02/01/2012 10:24.:05

4827 LIBERTY
Gel Directions
4138 SOUND 2
Gen Directions
718 MANOR L/
Gel Directions
812 SOUND A\
Get Directions
2203 ROANOK
Get Directions
5004 SOUND #
Geat Directions
184 RUCKYTU
Gel Directions
10625 OREGO
Get Directions
186 WATER M
Get Directions
180 HEAD OF
Gel Directions
1369 W MAIN £
Gel Directions
3199 SOUND #
Gel Directions
726 TWOMEY
Gel Directions

Addresses

Display

Final Submission:

Once editing is complete, tap the “Final Submission” button to transmit the
guestionnaire to the Field Office. Once submitted neither the enumerator nor the
supervisor can access that questionnaire or view the data. Any additional
changes will require a call to the Field Office. The questionnaire is now marked

as completed.
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Tapping final submission will bring up a notification telling you the window will
automatically close once the data has been transmitted. (See below)

) Change in namie of address fo Inaccessible - Refusal - Save
k Cormplenad
:\}; Chpeee it llarua g
5] W e
Hespo Mode: | Fecs-To-Faos om iPad
Er B
Prévaoud (Sa\fe ) (Save for Review ) Firuil Ealidfadiilsh

Never close this screen by tapping “x” while the message is still displayed.
Doing so could cause data to be lost. Enumerators should leave this page open
and continue with other surveys. If this message still appears at the end of the
day, they should call their supervisor or NASDA Coordinator.

At this point an enumerator can complete a different survey for that same
operator (by clicking it on the operator’s survey list), or close that screen, return
to the enumerator assignment list and opening a different operator’s survey list.
The status of that survey on the enumerator assignment list will be updated to
“Completed: mm/dd/yyyy”.

8.6 Closing out CAPI

It is important at the end of each day to correctly close out all CAPI screens.
Each individual CAPI screen has a specific way it should be closed. Screens
should never be left open overnight or when not enumerating since they contain
names, addresses, and other sensitive information. Also, if surveys were left
open and subsequently checked in by the Field Office as mail returns, they would
not be updated to “Field Office Deactivated” on the listing.
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The Operator’s Survey (3): This screen closes automatically once the data has
transmitted after tapping Save, Save for Review, or Final Submission. If an
operator’s survey is open at the end of the day that was not contacted, tap “x” on
the tab to close out a survey with no data.

The Operator’s Survey List (2): Tap “X” on the Safari tab once you have
finished with a respondent.

The Enumerator’s Assignment List (1): This screen can remain open
throughout the day, but once finished for the day tap “Logout” in the upper right
corner. A message will display saying you have been logged out of CAPI. Once
logged out, close that Safari screen by tapping “x” on the tab.

il Verizon 3G - 1:26 PM
CAPI | 300042750 [ X 300042750 T
USDA CAPI THAINING m
asul USDA National Agricyfiliral Statistical Service =
=) Verify operation infofiliation: IngMtessible :: Refusal :: Save

Please make chejilles to the operation's information below.

Operation Narjill(

Operator's Nariill(

Street Addreill(

citll 1 state:l 1 zip:[ 1- 1

SCREEN 1

Enumerator’s
Assignment Listing

SCREEN 2

Operator’s Survey
List

SCREEN 3

Operator’s Survey
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Chapter 9 Data Collection Procedures

Each time an enumerator is assigned work in CAPI; there are specific
procedures that should be followed. Although these processes have been
covered throughout the manual, this section will provide a step by step outline.

1. Field Offices will send notification to enumerators of upcoming survey work,
provide dates for enumeration, and provide listings with id’'s and USERKEYS.

2. Enumerators should fully charge their iPad; review their assignment listing, log
into CAPI training, and complete several practice interviews prior to live data
collection.

3. On the first day of data collection, enumerators should log into CAPI, review
their listing, read any ELMO comments, use the mapping features in CAPI to
locate their assignments, and plan their route.

4. If attempting interviews in person, load the first 4 surveys to enumerate before
visiting the farms and while there is a wireless signal. Do so by entering the
USERKEY on the enumerator assignment list, and tapping on the desired survey
in the operator’s survey list. The survey will load and can sit idle until the
interview.

5. If a visit results in a successful interview, complete the survey. After the
conclusion page click “Save”. If it is an inaccessible and the enumerator plans
to attempt the operation another time, tap “Save” in the top right of the first
screen and “X” out of that operator’s survey list. If it is the final attempt on an
inaccessible, choose inaccessible on the top right of the first screen, complete
the conclusion page, make any necessary notes, and tap “Save” or “Save for
Review”. For refusals, choose refusal on the top right of the first screen,
complete the conclusion page, make any necessary notes, and tap “Save” or
“Save for Review”.

6. At this point enumerators can open and load the next four operators’ survey
lists and surveys.

7. Once surveys are complete, enumerators should review them for
completeness and accuracy. Once satisfied, close them using “Save for Review”

Re-issued November 2012 Page 63



Computer Assisted Personal Interviewing (CAPI)
Enumerator’'s Manual

or “Final Submission”. Enumerators should follow their Field Office policy on
saving and submitting. This will mean either using “Save for Review” which
alerts their supervisor to review and submit the survey or doing a final
submission themselves.

In either event, good communication between supervisors and
enumerators is critical to keeping the surveys flowing into the Field Office
on a continual basis.

8. Each evening after enumerating, users must log completely out of CAPI (see
chapter 8.6) and plug their iPad in to charge overnight.
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Chapter 10 Security

CAPI Responsibility Statement

Each NASDA employee that is assigned an iPad to use for official work purposes
is required to sign a CAPI Responsibility Statement. This agreement outlines
proper use of the equipment and once signed, remains on file in the employee’s
personnel file. A copy of this agreement is included in Appendix A.

Annual Security Training

As part of the requirement of the Federal Information Security Management Act
(FISMA), all NASDA employees that have access to Federal computer systems
or data are required to complete the annual USDA Information Security
Awareness training. The NASDA Coordinator will oversee the implementation of
this paper based training annually. A certificate of completion will remain on file
in the employee’s personnel file.

Procedure for Lost, Stolen or Damaged iPad

Lost or Stolen:
In the event that an iPad is lost or stolen, enumerators should do the following:

1. Call the NASDA supervisor and inform him/her of the issue. If no one
answers, enumerators should leave a message.

2. If they do not speak to their NASDA supervisor, they should call the Field
Office and speak to the CAPI Point of Contact or NASDA coordinator. If
neither is available, leave a message with the secretary or on the
answering machine.

3. If they do not speak to the NASDA supervisor or Field Office directly, they
must call NASS Security at (202) 720-4068 and leave a voicemail
message including their name, number, Field Office, and description of the
problem.
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Damaged or Malfunctioning:

If an iPad is damaged or not functioning properly, the NASDA supervisor should
be the first point of contact. If the issue cannot be resolved on the phone, the
Field Office will have enumerators ship the iPad in its original box via UPS to the
Field Office and replace it. Users should NEVER attempt to repair or
troubleshoot on their own.

Security Do’s and Don’ts

e The iPad can only be used for NASS business use.

e Do not use any items in the “Do Not Use” folder.

e Do not access iTunes.

e Do not access websites containing gambling, pornography, streaming (such
as YouTube, Netflix, or Hulu), or shopping content.

¢ No information is to be stored on the iPad; this includes the use of Apps in the
"Do Not Use" folder such as Notes, Contacts, email or any other App that
stores info on the iPad.

e Do not plug the iPad into any computer or sync with any phone or other
electronic device.

e Do not delete the CAPI enumerator iPad profile in the settings.

e Do not modify any of the settings in the iPad.

e Do not allow others to use the iPad.

e Do not write down or disclose passwords.
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Chapter 11 Proper Use and Care of Equipment

All equipment is the property of NASS. In the event that an enumerator
separates from NASDA, they must contact their NASDA supervisor for proper
return procedures for the iPad. All iPads should be sent to the Field Office via
UPS along with the power cords, wireless devices, and any accessories
provided.

Cleaning the iPad

Fingerprints, dust and household chemicals will adhere to the screen, degrading
picture quality. A microfiber cloth is provided to clean the iPad. This cloth has
been specially formulated to attract and remove dust and oils, without damaging
the screen.

Helpful Hints:

Make sure the cloth is clean before use.

Turn off the iPad to allow the screen to cool.

Wipe surface using light pressure.

Do NOT use household cleaners or fabric softener sheets.

The microfiber cloth itself needs to be washed (after use) by hand or using a
washing machine (no bleach). Dry at a low heat.

Care Do’s and Don’ts

e The iPad’s plastic glare screen should be replaced every 12 months.

¢ Do not use a pencil or pen to tap on the iPad.

e Do not use the iPad while driving.

e Do not place the iPad where food or drink could spill on it.

e Keep the iPad out of extreme temperatures. (Do not leave it in the car
during extreme temperatures).

e Never attempt to repair an iPad if it is broken. The Field Office will
exchange it. Call the NASDA supervisor to report any malfunctions.
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Chapter 12 Terms and Definitions

AJAX — A programming technology allowing web applications to send data to, and
retrieve data from, a server in the background without interfering with the display and
behavior of the existing page. Using AJAX with CAPI, the enumerator can continue
collecting data while the data is sent to the server.

Bookmark — Bookmarks (also called favorites or internet shortcuts) are links to sites
and are used for easy access to the sites. Using a bookmark removes the necessity of
entering a web address or searching for a website.

Computer Assisted Personal Interview (CAPI) — CAPI is a survey data collection
method which is administered using a survey instrument on a portable computer, such
as a laptop, tablet, or electronic handheld device. CAPI allows for more complex
guestionnaire programming, bounded interviewing, and faster data dissemination than
with personal interviews with responses recorded on paper.

Connection — Connection refers to the link between two devices, such as the iPad
being connected to a MiFi. Note that often no physical connection, such as a wire or
cable, is necessary to gain a connection, as in the case of the iPad and the MiFi. Once
a device gains access to the Internet, it is referred to as being connected to the Internet.

Electronic Data Reporting (EDR) — The Electronic Data Reporting system is used to
collect survey respondents’ data over the Internet by utilizing web surveys.

Folder — A folder is an arrangement of digital documents, links, or other electronic
assets. The folder is often identified by an icon.

Home Page — A home page is the initial web page of a web site. The term is also used
to describe the site that automatically opens as the result of opening a web browser.

Hotspot — A hotspot is a place that offers Internet access over a wireless local area
network through the use of a router connected to a link to an internet service provider.
Hotspots typically use Wi-Fi technology. Hotspots may be found in coffee shops and
various other public establishments throughout much of the developed world.

Icon — An icon is a graphic symbol (usually a simple picture) that denotes a program,
command, or data file or a concept in a graphical user interface.
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Internet — The Internet is a global system of interconnected computer networks that use
the standard Internet Protocol Suite (TCP/IP) to serve billions of users worldwide. It is a
network of networks that consists of millions of private, public, academic, business, and
government networks, of local to global scope, that are linked by a broad array of
electronic, wireless and optical networking technologies. The Internet carries a vast
range of information resources and services, such as the inter-linked hypertext
documents of the World Wide Web (WWW) and the infrastructure to support electronic
mail.

MiFi — A MiFi is a type of compact wireless router that serves as a mobile Wi-Fi hotspot.
By back connecting to a cellular data network and front connecting to local (up to
10m/30ft distance) Wi-Fi devices, the MiFi creates a local "cloud” of shared high-speed
Internet connectivity.

Pass code — A pass code is a secret code used when the secret information is purely
numeric, such as the personal identification number (PIN) commonly used for ATM
access. See also Password.

Password — A password is a secret word or string of characters that is used for
authentication, to prove identity or gain access to a resource. The password should be
kept secret from those not allowed access.

Screen/Page Orientation — Screen or page orientation is the way in which a
rectangular page is oriented for normal viewing.

Userkey — A userkey is a sequence of numeric characters used to identify a person on
a computer, network, or online account. A userkey is unigue to a system, i.e. two users
cannot have the same userkey.

Username — A username is a sequence of characters used to identify a person on a
computer, network, or online account. A username is unique to a system, i.e. two users
cannot have the same username.

Web Browser — A web browser is a software application for retrieving, presenting, and
traversing information resources on the World Wide Web.

Web Page — A web page is a document or information resource that is suitable for the
World Wide Web and can be accessed through a web browser.

Website — A website is a collection of related web pages containing images, videos, or
other digital assets. A website is accessible through the Internet.

World Wide Web — The World Wide Web, also known as WWW, W3, the Web, is a
system of interlinked documents accessed via the Internet. With a web browser, one
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can view web pages that may contain text, images, videos, and other multimedia and
navigate between them via hyperlinks.

Wi-Fi — A Wi-Fi enabled device such as a personal computer, video game console,
smart phone, or digital audio player can connect to the Internet when within range of a
wireless network connected to the Internet. The coverage of one or more
(interconnected) access points — called hotspots when offering public access —
generally comprises an area the size of a few rooms but may be expanded to cover
many square miles, depending on the number of access points with overlapping
coverage.
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Chapter 13 Practicing with the iPad

Exercise 1: Learn Powering On/Off and Pass code

a.
b.

Exercise 2: Opening Applications "‘i

a. Press on the Safari icon.

Hold in the power button until the Apple Logo appears.
Release the power button and wait for the pass code
keypad.

Next, touch the keys to enter the correct pass code,
(State Fips and 3 digit enumerator code).

You will now see the Home Screen.

To power off, Hold in the power button until a red arrow appears at the top of
the screen. Slide your finger along the red arrow. Wait a second then press
the home button to make sure it is turned off.

Safari

(Icon is a square looking colorful item on the
docking bar at the bottom of the screen.)
This is the application that is used to access
the internet.

Note: Pressing too long on an icon will
cause all of the icons to wiggle. If this
happens press the home button to stop the

wiggling.

Re-issued November 2012 Page 71



Computer Assisted Personal Interviewing (CAPI)
Enumerator’'s Manual

Exercise 3: Accessing Google Using Safari

Address Field

a. Touch the address field. Type
www.google.com in the address field
and touch Go on the keypad, Google
should appear.

Search Field

b. *** BONUS ***
Search for the NASS home page using
the Google search area.

What do you see?

Tap on the link provided by Google to
bring up NASS’ site.

Exercise 4: Scrolling and Zooming In / Out

a. Scrolling: Using the NASS website, place your finger on the screen and drag
it across the screen to scroll or move around. To quickly scroll to the top of the
screen, tap once on the time located at the top of the screen.

5:31 PM

b. Zooming: Place your fingers on the screen as if pinching a pile of salt then
spread your fingers in and out while gliding them across the screen.

B Fw [k Tlowes

s mmacwen e

= T—E- _ = Ehe Xeww Pork Evmes
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Exercise 5: Using Safari

a. Bring up www.usda.gov Navigate a few screens.

b. Go to www.weather.com and find out what the weather will be like for the next
ten days in your hometown.

Exercise 6: Opening and Using Multiple Pages

**Some web sites open a new page instead of replacing the current one***

wil Verizon 3G 2:36 PM

% Google Yahoo! X MSN.com |+

Hotmail Skype Messenger MyMSN Bing Lating Make MSN my homepage Welcome to msh
Pane ool s | Sianh

‘~ | » | News | Maps | Shopping
mSﬂ" biNng : rch

a. Enter the website address www.google.com in the web address field.

b. Tap the “+” sign to open a new blank web page and enter <
www.yahoo.com.

C. Tap the “+” sign again to open a third web page and enter www.msn.com.

d. Looking at the tabs across the top, notice how many pages you have
open. Try moving from one to another and then closing each by tapping
“X” on the tab.
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Exercise 7: Google Maps

a. From the Home Screen, locate the Maps icon

and tap it. ——

b. Tap on Directions located on the top left of the screen.

-~ Search " Fﬁi?mﬁnn!_ .
=

c. Enter your home address in the End box located at the top right of the screen

and tap Search. —

d. Tap on the Start button at bottom of the screen. (How many miles from home
are you?)

Dirving Directons o 418 Ofd Forge Ad

-
H m 'E 504.T miles - about 8 hours 33 mimrtes
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Exercise 8: Practicing CAPI-EDR

a. Turn on the iPad.

b. On the main screen double tap on the “CAPI Training” icon.

c. A screen like the one displayed below should appear. Note: The PURPLE bar
which is another way to determine if in practice or live data collection mode.

Login
USDA National Agricultural Statistical Service

Usemame:

Password: [~

d. The operators names are set to “John & Jane Doe” otherwise the questionnaire
is exactly like the live questionnaire including using the same USERKEY listed on
your assignment sheet. Practice completing several CAPI interviews.
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Appendix A CAPI Responsibility Statement

By signing this form, | acknowledge receipt of a CAPI instrument. | understand that the access
privileges that go with this CAPI instrument may, at any time, be revoked by the Agency if they
believe that 1 have not acted in a manner consistent with NASS PSM-I1T-9 Computer User
Policy, or if my employment with NASS/NASDA for any reason is discontinued or suspended. |
have read and understood the material contained in NASS PSM-IT-9 Computer User Policy and
I agree to adhere to these rules whenever using NASS information and information systems.

I understand that this CAPI instrument is exclusively for my use in the performance of NASS
business, and | will not share it or the system privileges that it provides with any other person.

I agree that | will immediately report to the NASS staff if my CAPI instrument has been lost or
stolen, or if | suspect that it has been lost or stolen. I agree to surrender the CAPI instrument and
all its attachments at the time that I discontinue my work for the Agency.

Employee's Signature Date

Employee's Printed Name

NASS Asset Tag — iPad

iPad Serial Number
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