From: Ed Hillsman, WSDOT

To: ETCs who are using the electronic CTR survey

Subject: Testing your site’s setup

I have set up the electronic survey to allow its use at the site(s) you have requested through your jurisdiction representative. Your jurisdiction representative will send you the special e-mail address and password that you will use to log on as ETC and use the ETC tools during your survey. When you receive this information, please go to

https://www.ctrsurvey.org/admnLogin.asp 

and login to the site using that special e-mail address to make certain that it works. The password you receive is not case-sensitive.

Once you have logged in, the system will take you to the profile page. Please check to make certain that the worksite name(s) is/are entered correctly, recalling again that these are the names that employees at those sites use to identify them. Your jurisdiction representative will notify you if I have had to modify the name you have given me because it is too long or because it conflicts with your employer’s other sites using the electronic survey in other counties.

The next steps depend on how you plan to allow employees to access the online survey:

If you have decided to allow access to the survey by all e-mail addresses in specific domains (such as AnyEmployee@OurCompany.com) please check that the list of e-mail domains listed in the survey profile is complete and that each domain is spelled correctly. On occasion, I have received, and set up, fewer domain names than intended, or domain names that contained typographical errors. Once you have checked the domains, please go to section B below.

If you have informed your jurisdiction that you plan to upload a list of employees to survey, instead of allowing access by domain, then confirm that the list of e-mail domains is empty (unless you are also allowing access by e-mail domain). To proceed with testing the survey, you will need to upload your e-mail address into the system so that you can access and test the survey. Section A below describes how to do this for just your address. Then, logout and go to section B to complete your test. Section C contains directions for uploading a whole file of e-mail addresses, once you have completed your testing.

Section A (if you plan to allow access only to e-mail addresses that you upload)

Click on the “profile” section of the red menu bar running through the middle of the screen. You will see an empty box at the lower left of the screen, with four buttons above it. Click on the “Add” button. Enter your first name, last name, e-mail address, and choose a worksite from the dropdown box on the “new employee” screen. Then click on the “save” button. Then go to the “surveys” section of the red menu bar. Click on the “View Setup” button, and when the “View Setup” view opens, click the “Save” button at the bottom. Then log out.

Section B (if you plan to allow access by domain, or if you plan to allow access only to addresses on a list and have uploaded one for testing)
Access the survey as your employees will, at 

https://www.ctrsurvey.org/
using your regular e-mail address for your site (or for one of your sites), or the one that you uploaded in section A. Go to the survey itself, and please verify that the end of the form matches the paper version of the form being used in your county (you received a paper copy at the survey training conducted by your county representative). Question 12 varies by county, and you need to verify that your employees will see the correct form. If your site is in Whatcom, Yakima, or Spokane Counties, you should not see question 12 for it. 
Please do this for each of your sites if you have more than one site using the online survey.

When you have completed this, you are done checking. You may want to explore the ETC tools and perhaps delete the names that you used to do these tests.

If you encounter any difficulties or errors in your setup, please contact your jurisdiction representative.

Section C (uploading a file of e-mail addresses)

If you have decided to upload a file of e-mail addresses into the survey system, and to allow only persons on that list to survey, here is how to do the upload.

First, you will need to prepare the list in what is known as a “comma-delimited file”. In many cases, the easiest way to do this is to construct your list in Excel, and then when you save the file you can choose to save the list in a *.csv format. But you can do so in other ways, including just using a text-editor, or requesting your IT staff to construct the file for you. Before you upload the file, please check it for duplicates and make sure that each e-mail address appears only once. Regardless of how you prepare the file, you MUST save it in a *.csv format, and it MUST NOT contain any fields or information other than what is described below. Failure to prepare the file correctly may prevent your employees from accessing the online survey.

The file has 4 fields, which must appear in the following order, WITHOUT fieldnames or headers at the top of the file.

E-mail address, including domain, as UniqueIdentifier@whatever.com. This field is required if you upload a file of employees

Name of the worksite where you expect them to survey. This name must match the “vernacular” worksite name(s) you give your jurisdiction when you ask that they set up the electronic survey for you (the worksite name that your employees at the site use to refer to it, which is the worksite name that your employees will see in the dropdown box of worksite names when they login to survey). This field is required if you upload a file of employees.

Employee first name. This is optional. You don’t have to provide it, but if you do it goes here. If you don’t include it, then the lists of employees in the survey software will not be able to include employee names.

Employee last name. This is optional. You don’t have to provide it, but if you do it goes here. If you don’t include it, then the lists of employees in the survey software will not be able to include employee names.

If you decide not to include the employee first and last names, just leave them blank for all employees. For example,

UniqueIdentifier@whatever.com, WorksiteName, FirstName, LastName

includes all four fields for an employee

UniqueIdentifier@whatever.com, WorksiteName

includes just the e-mail address and the worksite name.

If you create the file in Microsoft Excel, then to save it as a .csv file, use File Save as and in the Save as type box at the bottom of the save dialog box, select “CSV (Comma delimited) (*.csv)”. You will get a message that CSV does not support all of the features of the file and asking if you want to keep the workbook in this (CSV) format. Click Yes, and it will save the file as a CSV file. But this will not close the file. When you try to close the file, you will get a message asking if you want to save changes to the file, even if you have not made any changes since originally saving it as a CSV file. If you have not made any changes since then, click No, otherwise click Yes and, again, save it as a CSV file.

If you create the *.csv file from Excel as described above, and then open the file again using Excel, be sure to use the File Save as option to save the file again as *.csv. Depending on how your Excel has been set up, if you open a *.csv file in Excel, Excel may change the file back to Excel format and save it in Excel format unless you consciously use the File Save as option to save it again as *.csv.

If you try to upload a file that is still in Excel format, you may get strange error messages, or you may get no error message at all, but your employees will not be able to login. Verify that you have saved the file in the correct format by opening Microsoft Word, or Notepad, or Wordpad, or any other text editing software, and then using that software’s “File Open” option to select and open your *.csv file. You should see only your list of e-mail addresses, worksites, and employee names, separated by commas, as illustrated below. 
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If you see other characters, or small rectangles, or “junk”, as illustrated below, then your file is probably still in Excel format. Close the text-editor window, go back to Excel, open the file, and save the file in CSV format. When you have done this, repeat the test with the text-editor to verify that the file looks like the one above rather than the one below.
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To actually upload the file, login to the survey giving the access e-mail and password provided by your jurisdiction.

On the red horizontal bar in the middle of the page, click on Employees. 

When the Employees page loads, click the Import Data button. 

When the File Uploader page loads, click on the Browse button and select the file that you want to upload; when you have highlighted the file for upload, click on Open and the system will display the file and directory information in the download field.

Click Upload file.

You will see a screen with several buttons on it, and a window that lists the employee information from your file. Check the number of records that the upload software says it can import, and make sure it is the number you intended to import. If it is lower than you expected, then you should click Cancel and check your file for duplicate e-mail addresses. The list in the window is held “in between” your file and the survey system. The list is not transferred into the survey system until you choose either to Replace Employees List, which will use the contents of your list to replace all of the employees that you have previously uploaded (useful if you find you have made a mistake earlier); or until you choose to Add to Employees List, which will add them to whatever employees are already in the system. While the list is still “in between” your file and the survey system, you can highlight a name and Edit or Delete it. Once you have the employee list the way you want it, click the Replace Employees List or the Add to Employees List, or click Cancel and not use the list.

If the system cannot match the worksite names in your upload file with the names it has stored for your worksites, it will prompt you to match the worksite names from your file to these names. This feature is intended to handle occasional misspellings. If you have a lot of names that do not match (perhaps because you misspelled the name when you created the file), you should probably click the Cancel button, re-create the upload file and start the upload again. If you find that the worksite name in the survey software system has been misspelled, please contact your jurisdiction and provide the correct spelling, so that we can correct the misspelled name.

The final step in the upload process is to click on “Surveys” in the red bar running through the middle of the page, then highlight the survey site in the window at the left, and click the “View Setup” button. This will open the setup page. Opening this page completes the transfer of the list into the tracking system (to let you download a list of persons who have not yet submitted a survey, or show the number who have not completed a survey). Click “Save”. You do not need to do anything else on this page to complete the upload. If you are surveying more than one site with an uploaded list highlight each in turn on the “Surveys” page and click the “View Setup” button for it. You MUST complete this step for each site you are uploading the list for, or your employees will not be able to login.

