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PART E, CHAPTER 3 

BACK OF THE CPS CATI INSTRUMENT 
 

 
Upon concluding the interview you will come to a series of screens to confirm critical 
information so that you can finish the interview.  The screens take you through: 
             
1.  Confirming whether or not the case is completed   
2. Assigning a case outcome, or setting an appointment  
3. Entering notes to document the status of the case or alert others of any problems 
 
 
 
 
 
 
 
 
EXITING THE INTERVIEW 
 

THANKYOU 
 

The THANKYOU screen is presented after you complete 
the entire interview. 
 
Enter <1> to continue onto the Control Code screens and 
go back into WebCATI.  
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Figure E27.  Interviewing - screen 
 

 
 

Interviewing 
 

Each time you finish data collection in the CPS 
instrument, you will be directed to the WebCATI 
“Interviewing” screen to exit the interview.   
 
At this screen you can: 
 
 record a “problem” outcome with the case. 
 set an appointment for the case. 
 indicate you are done with the interview. 
 set boosts or blocks. 

 
Done with Interview 
 

If you have completed the CPS interview, click this link 
to proceed to the “Case Notes” screen to wrap up the 
case. 

 
Set Appointment 

 
Click this link to schedule a callback to the household to 
complete the CPS interview.  A separate “Appointment” 
screen will then appear for you to set the appointment 
details.
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Figure E28.  Appointment - screen 1  
 

 
 
 
Appointment 
 

If the respondent would like to be called at a different number 
not listed, click the “Add New Phone Number” icon to enter 
an alternate phone number for the callback.

 Click <Submit> to proceed to the 2nd “Appointment” screen to 
set the time and date for the appointment. 
 
To specify the date for the appointment you may:  leave the 
date in the date field as is, click in the date field and enter a 
new date, OR click on the calendar icon and click on a date. 
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Appointments may be scheduled as fixed or range 
appointments.  Fixed appointments are for a specific time 
while range appointments are for a specific time frame.  When 
you click the radio button for “Range”, an additional time 
field will appear to enter the time range for the appointment.  
Click on the arrows on the drop boxes to select the start and 
end times for the appointment. 

 
Once you’ve finished setting the time and date for the 
appointment, click <Set Appointment> to proceed to the 
“Appointments” screen.   
 
To add an additional phone number to be called for the 
appointment, click <Change Appointment Contact Info> to 
return to the 1st “Appointment” screen. 

 
Figure E29.  Appointment - screen 2 
 

 
 
 
 

   



 
CPS Interviewing Manual            Page E3-5                  April 2007 (rev) 

Figure E30.  Appointments - screen 3 
 

 
 
Appointments 
 

This screen summarizes the appointment settings you’ve made 
on the case.   
 
You have the option of editing the appointment by clicking 
either the <Set Appointment> link or the Edit icon.   
 
You may also cancel the appointment by clicking on the 
Cancel icon. 
 
To proceed to the “Case Notes” screen click  
<Done with Interview>. 
 
 
NOTE:  You will need to cancel pre-existing appointments if 
respondents change the time of the appointment.
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Figure E31.  Boost / Block - screen 1 
 

 
 
 
Boost / Block 
 

To increase the chances of a case being called in queue at a 
certain time, an alternate to setting an appointment is to give a 
case a Boost.  Conversely, you may also prevent a case from 
being called by giving certain time slots a Block.  
 
To set a boost on a time slot (for example, 12pm - 1pm, Friday), 
left-click in the grid for 12pm Friday (see above). 
 
To block a time slot (for example, 2pm - 3pm, Friday), right-
click in the grid for 2pm Friday (see above). 
 
Click <Submit> to proceed to the 2nd “Boost/Block” screen. 
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Figure E32.  Boost / Block - screen 2 
 

 
 
Boost / Block 
 

This screen summarizes the boosts / blocks settings you’ve 
made on the case.   
 
Here, you can click <Set Boosts/Blocks> to edit the Boosts / 
Blocks on the case.  
 
Click <Done with Interview> to keep the setting as is, and 
proceed to the “Case Notes” screen.   
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Figure E33.  Case Notes – screen 
 

 
 
Case Notes 
 

This is the last screen before exiting the CPS case.   
 
Enter notes for the case in the field provided.  There is no 
maximum amount of characters you can enter.  Once 
done, click on <Exit Case> to wrap up the case and return 
to the “Conduct Interview - Case Search” screen.

 
 
 
 
 
 
 
  
 


	Appointment

