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This section familiarizes interviewers with the Money Follows the Person Quality of Life Survey electronic tool. The tool is intended to assist 
interviewers in collecting data from respondents and follows the format of the paper survey. The manual provides interviewers with 
instructions on how to proceed through the electronic survey tool and with information on some of its technical aspects. The manual is both an 
instruction manual and a reference resource. 
 
 
CREATING A NEW CASE 
 

 

1. Click 
here to create new 
case ID.

2. ID will be 
generated here. 

3. Select round; 
Baseline, First Follow-
Up or Second Follow-
Up. 

4. Select language; 
English or Spanish. 

4. Click to begin 
English or Spanish survey. 

Click here to jump 
to any page. 

Click here to jump to 
next page.
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 Select “Create New Case ID.” 
 A pop-up window will appear instructing you to enter a two-digit Interviewer ID (assigned by the state). 
 If you do not have an existing case ID, select “Create New Case ID”.  This will result a new ID being generated (see step “2”).  3.  

Select “Round”.  4.  Select “Language” and input your name. 
 Depending on what language was selected you will see “Click here to start [English/Spanish] Interview.  This will take you to page 

1 of the survey. 
 

 

MPR ID will 
automatically populate 
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 Input all of the respondent’s personal information. 
 If the respondent is deceased then check the box in the lower left-hand corner of the screen and fill out the month, day and year of 

death and finish by selecting “Go to End, if sample member is deceased.” 
 Once done, select “Go to Page 2” or use the “Jump to page” drop-down box to navigate to the next page(s). 

 

 

Interviewer name should auto-
populate in name field.  Other ‘blanks’ are to 
be completed verbally. 

Dropdown box allows you 
to enter number of years and 
months. 

Clicking this button will allow you 
to auto skip to appropriate follow up 
question. 

 

 Your name should automatically appear in the “name” field of the introduction script. 
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 Enter the number of years/months that the respondent has resided in their current dwelling.  Selecting “Go To Question 2” 
afterwards will automatically take you to the next appropriate question and will skip any unnecessary questions. 

 
 

‘Clear’ button allows you to 
reset the question to it’s original 
state 

Jump forward or jump backward a page. 

 

 In the case of an error, the “Clear” buttons will allow you to reset the responses to their original unanswered states. 
 The two “Go to Page x” options at the bottom of the screen will allow you to either proceed or retrace your steps back to previous 

sections. 
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Answer choices appear “gray” until a response 
choice has been selected.  Once selected, all boxes will 
become white with the answer filled in with a “check”. 

Rolling the scroll button on your 
mouse will not cause the bar to slide 
down, this must be done manually by 
clicking and dragging the bar down the 
page. 

 

 Note that all of the response boxes will appear to by “grey” when no responses have been selected.  After making a choice, all other 
boxes will appear “white” with a check marking your selected response. 

 Furthermore, also beware that rolling the scroll button on your mouse will not result in the sidebar’s movement down the page.  
This must be done manually. 
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In this case, clicking “Go To 
Question 17” will automatically take 
you to the following page. 

 

 In some cases, selecting “Go To Question x” will result in you being taken to the following page. 
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Open 
response field 
allows for up to 
256 characters. 

 

 In the case of “open” responses, you may fill out this field to the limit of a total of 256 characters. 
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Clicking this button will cause the answer 
from question 14 to pop up, preventing the need to 
go back and check on the respondent’s answer. 

 

 For Module 4: Respect and Dignity, if “No,” “DK,” or “R” were selected in Question 14 then select “Go To Question 27” to skip to 
Module 5: Community Integration and Inclusion.”  By clicking on the “View Question 14” button, a small pop-up window will 
appear with the question and response chosen for Question 14. 
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Numeric 
values only. 

 
 

 For Question 24b, you must enter a numeric value into the response field otherwise you will receive an error message instructing 
you to do so.  
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 If contact information is available, then complete the personal information fields. 
 Make sure to note whether the interview was completed by the sample member alone, with assistance or by a proxy. 
 Once done filling out all of the required fields, click on “Go to Page 18” to be taken to the final page of the survey. 

Clicking here will 
automatically take you to the 
end of the survey 
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Click here to end 
survey and begin another. 

 

 Once you have reached the final page of the survey click on the “Begin New Survey” button to complete the survey and return to 
the cover page. 
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Once returned to this page click “Create Data File” 
to export data to Excel data spreadsheet.  This file should 
appear in your “C:\ “ drive. 

 

 Once you have been returned to the cover page, select “Create Data File” in order to generate an Excel spreadsheet of the recently 
completed interview. 


