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 In the CAI Manager, if you want to:
CLICK ON

Start an interview
Start CAI

Cancel the start of an interview
Cancel

Resume (re-start) an interview
Start CAI

Transmit data to RTI
Transmit to RTI, Yes

View e-mail messages
View Email Messages

Start the ePTE Program
PTE Entry

List the cases by Descending Order (based on date)
Descending
List the cases in Ascending Order (based on date)
Ascending
Hide previous quarters’ interviews
Hide

Exit CAI Manager
Exit
 To begin a CAI Interview:

Enter QuestID from iPAQ for selected sample member.  Double check!

 In the Interview, if you need to:

Break off an interview
[Alt] [f], [x]


Enter Don’t Know
[F3]


Enter Refused
[F4]


Return to the first screen
[F5]


Return to the first unanswered question
[F6]


Toggle audio on/off
[F7]


Enter a comment
[F8]


Save a comment
[Alt] [s]


Back up one screen
[F9]


Replay audio
[F10]


Edit a lengthy text field
[Ins]


Return the focus to the CAI window so the top bar is blue
[Alt] [Tab]
 To adjust the main laptop volume*:


Increase volume
[Fn], [Page Up]


Decrease volume
[Fn], [Page Down]


Mute volume
[Fn], [Home]

*Keep the main laptop volume turned all the way UP at all times.  Respondents will only adjust the volume on the headphone cord.

 To suppress a Hard Error in the interview, involving two questions:
· Read the message box carefully.

· If the first question listed is the one to be changed, press [Enter].

· If the second question listed is the one to be changed, press the down arrow key to highlight the second question, then press [Enter].

· In the rare but possible event that neither question needs to be changed and the data entered are correct, press [Tab] until the Suppress box is highlighted and then press [Enter].

 To edit a lengthy response:
· With the cursor blinking in the answer field, press the Insert key [Ins].  You can then use the arrow keys to move to the precise place within the answer field and add additional text or edit existing text.

