Child Protective Investigations Rapid Safety Feedback
Qualtrics Review Tool User Guide

STEP 1: MAKING THE SURVEY REVIEW TOOL LINK UNIQUE TO EACH CASE REVIEW

A. Copy and paste the link below into your web browser. Before pressing enter on the keyboard or clicking “go” in
the web browser, you must add a unique identifier in the URL. Adding a unique identifier to the URL will provide
users with the ability to complete multiple cases simultaneously. Refer to step 1B on adding the unique identifier.

Blank Case Review Tool Link: http://myflfamilies.col.qualtrics.com/SE/?SID=SV_1S2NV4adnTNQOfLn
-

2 Most Visited @ Getting Started ¥ DCF Intranet Bl FootPrints - Self Ticket ¥ Suggested Sites “& Web Slice Gallery

nilies.col.qualtrics.com/SE/?SID=SV_152NV4adnTNQfLn

B. Append to the very end of the URL, the following with no spaces: & Case = # (where # is the case id of the case
you are reviewing - no dashes). The “C” in case must always be capitalized.
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C. After appending the unique identifier to the end of the URL as instructed in steps A and B, press enter on the
keyboard or the go/refresh arrow in your browser. You will then be directed to a new blank tool.
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D. Before continuing with the case review, open the excel spreadsheet tracking template and copy and paste the
new unique link from your browser into column C. Keeping all unique links in the spreadsheet will serve as a
tracking mechanism and provide organization of your review tools in progress. Save this file.

**The unique URL will change. Qualtrics automatically changes the ampersand to a question mark — leave as is**

Y r o N7 D T e -
Bo ¢ BERE: M RSF Review Tool Tracking - Excel X ’L/ < oY {\:} e RN
_|HOME INSERT  PAGELAYOUT ~FORMULAS DATA  REVIEW VIEW  DYMO Label = e NS kel F-l

. — = | . 1 " = e = .

o Gwn o K &= =P | Pwester [ceen | P [Neme |8 Good & = -,l 5::’,“"“"' v i

CA-|lE== - | =4 s | Conditional Formatas| Meutral Calculation | Insert Delete Forma Sont & Find &
Py A =E==|gy= Em&cﬂm $ -850 | % = Eanating = Table = . | & Clear~ Filter = Select =
6| Alignment il Mumber w Styles Calls Editing

4| | | C D E F G Ho | 1r | 3 | k

1 CPIRapid Safety Feedback Qualtrics Case Review Tools Tracking

2

3

4 Case Name Intake # Survey Review Tool URL Date Started  Date C leted

5 AmyTest 201711111 https:ffmyflfamilies.col.qualtrics.com/jfe6/form/SV_152NV4adnTNOfLn?Case=20171111  3/6/2017

6~

?—

s—

9—

10

E. After pasting in the unique URL into the excel template, go back to your browser and Click on the “Next” button to
proceed with the case review.
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STEP 2: COMPLETING THE SURVEY REVIEW TOOL

F. The Table of Contents appears. If you have a review in progress, you can click on any link in the contents to be
directed to that page. Otherwise, click on the Next button to move forward with the review.
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G. When you begin the review, you will find that the Table of Contents will always appear to the left of the screen.
This feature will allow you to go jump from section to section of the survey review tool by clicking on any of the

item links.
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H. Continue through the survey review tool by selecting a response for each question. The response you select will
show a filled radio button. Users can change responses at any time throughout the case review. Responses will
not be saved unless you advanced to the next page.

Y
€ ©O8 nmps o1 X fifes  1S2NV4adnTNGLnICase=1111 o ¢ || Q soaren B +$ A O =
18 Most visited @ Getting Started ' DCF Intranet [ FootPrints - Self Ticket @ Supgested Sites @ Web Stice Gallery

N
.; 2 OFFICE OF CHILD WELFARE
3 F T ewilamimcow

Assessment of Prce. Os.u L
mﬂ‘“-m' () Octaber 2017
Prasent Danger O March 2017 O Hovemier 2017

AR O Apeil 2007 O December 2017

D2 Regon

@ Morthwest
O Moaheast
O Central

O Semconst
O Seutheast
O Southem

D3, Cincunt of Pimary Responssilty

[e 3] Qs (o} ] O o
O2 o On Ou (R0}

O3 Or On (o} (o} ]
04/ Os on ok} On
D4, Please fill in the following information:

QA Riviewar Name

{First Last)
Intako Nember (na -

I.  Each item will have a notes box where comments/notes can be typed.
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J. Any item with a response of “Area Needing Improvement” selected, a question pertaining to an RFA being
completed will appear.
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present danger. A REQUEST FOR ACTION IS REQUIRED.

® Tha investigator did not apply the present danger criteris accurately.

® The CCSPE does not sgree with the present danger assessment.
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2.0.1 Was an RFA completed?
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2.0 Notes

K. If you try and proceed through the survey review tool without answering an item, upon clicking the “next” button,
you will receive a message in red asking you for a response to be selected.
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L. If you attempt to go to a previous page in the survey review tool by clicking on the “Back” button, you will receive
a navigation message. If you “Go Back,” responses entered will be temporarily saved but not recorded until you
return to the same page and click on the “Next” button.
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M. When you have responded to all questions in the survey review tool, you will be asked to select the manager
who will review your case.
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N. From the drop-down box, carefully select the manager to whom your case review tool will be emailed for a final
review. You must be careful with your selection, otherwise the case review tool will be sent to someone else!
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0. Once you select your manager's email and click on the “Next” button, you will be asked if you are ready to
complete. Select “Next” or click on any item link to go back to that section and make any corrections.
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P. When you click “Next” in step O, you will then be provided a case review summary. Here you can scroll down the
page and review all of your responses for each question/item. You can also download a PDF of this summary to
save on your computer or print for a hard copy.
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Below is your case review summary. Please review your responses prior to final submission
of the case review. You may download this summary as a pdf file to save or print for your
records using the link below. Once you have completed your review and/or downloaded
into pdf, click the next button at the very bottom of this page to submit your responses.

Thanks!
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Q. Changes cannot be made in the case review summary. You must use the “Back” button or Table of Contents to

go back into the review tool and make any needed corrections. Otherwise, click on the “Next” button to submit
your work.
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R. Once you click on “Next” from the case review summary page, you will receive a thank you message and your
case review will be automatically emailed to the designated manager for a final review. The manager will be
alerted via email that a case is pending their review. Once submitted to the manager, you will no longer have
access to the case review. Either the manager can make changes upon their final review or the Qualtrics admin
in CQI QA can assist.
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Thank you for completing your case review. Your manager will be notified via email to review your case

S. Refer back to your excel tracking sheet and log the date you submitted the completed review tool.

T. Complete steps A through S for each case review to be completed.

STEP 3: MANAGERS FINAL REVIEW PROCESS

U. When a reviewer has completed a case review and submitted the survey case review tool, the manager will be
notified via email to conduct a final review.

EB [EI S = Inbox
HOME | SEND/RECEIVE FOLDER VIEW  McAfee E-mail Scan

EI [_| {5 Ignore x ( (L S [Fa Meeting |[¥4 Tableau 3 To Manager
(— -.

& x Clean Up - EIM~ =3 Team Email v Done

New New Delete | Reply Reply Forward o) =
- g = Reply & Delete  # Create New s
Email Items ~ s Junk All & More 4 Beply -
Delete Respond Quick Steps r
> Favorites Search Current Mailbox (Ctri+E) ,O Current Mailbox ~ f:(.
Unread ByDate = Newest + =
4 Amy.Kelly@myflfamilies.com 5 .I.od.y
Archive
Case Completed by Amy Test
Clutter CPI RSF Tool to be Final Reviewed 2:09 PM
4 Inbox 2
Ahred Bl Waterman, Latrell LS| 7o
FW: BOE Portal Access 1:26 PM
Outbox
I» Conversation History Davis, Eleese Ce
L T Thank vanl 17-A%5 DA



V. Open the email. You will find the review summary in the body of the email but will need to click on “Click here to

review the case” to open the case review tool for final review.
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W. When you click on the “Click here to review the case” link, the survey case review tool will open. Navigate
through the survey case review tool and review the work of the reviewer. Make any needed changes at this point

since the tool cannot be re-opened for corrections to be made.
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X. After all items have been reviewed, the manager will be prompted to enter any comments regarding the case
review. The manager must also sign on the line indicating they have completed a final review of the survey case
review tool. Signature will need to be done with the computer mouse.
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Managers comments regarding case review: ”

No comments at this fime.

of review and of ger - by signing balow (using mousa), you
indicate that you have reviewed the case and are marking it as final reviewed.

Y. Once signed and the “Next” button clicked, the manager will be prompted to ensure completion of the final case
review. Any items in the list with no check mark indicates that page was not viewed. The manager can click on
that item link in the list to be directed to that page for review and continue through the tool and be brought back
to this screen. Click the “Next” button.
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Z. You have completed the final case review! A thank you message will appear and the responses to each item will
be stored for reporting.
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‘Thank you for your final review of the case. The data for this case review will now be reflected in the the report.

Complete steps U through Z for all cases emailed to you pending a final review.
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Helpful Hints

ADDITIONAL INFORMATION

Mozilla Firefox is the preferred web browser to use for Qualtrics

Use the same web browser for completing each survey case review tool

Clicking the “Next” button in the survey review tool will save the work on the page you completed

If you close out of your survey prior to submitting it, you can copy and paste the link from your excel template into
your web browser and pick up where you left off

Once a survey case review tool has been submitted for a final review, corrections can be made at the hands of
the manager. Otherwise, call or email the Qualtrics administrator in central office/headquarters CQI/QA to assist
After pasting the original survey case review tool link into your browser, append the “&Case=#" (as described in
step 1 A — C) to the URL before proceeding. If this is not done correctly and in the order as instructed, the survey
will not save and be inaccessible should you close out of it

Qualtrics is web-based and the survey tool can be accessed from any device so long as you have the link
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