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Introduction to the A2J Authoring Guide
Welcome to the A2] Authoring Guide!

This guide is intended to give visitors, novice authors, and experienced authors basic instructions needed to use
the A2] Author” software. The Authoring Guide contains 12 chapters, most of which are organized by the
features on the main menu’s navigation buttons: Interview, Variables, Steps, Questions, Reports, Preview, and
Upload. In addition, we have included a brief history and introduction to the software in the introductory
chapter, detailed software documentation in Appendix A, frequently asked questions in Appendix D, and much
more. The heart of A2] Author®, and thus the Authoring Guide, however, is creating interview Questions.
Therefore, the bulk of the instruction in this manual can be found under the chapter entitled “Creating
Questions.”

While this guide may not answer all questions regarding the software or creating A2] Guided Interviews”, it
should get you off to a good start. You may visit the A2] Author™ Community Website for further information
and tutorials. The A2] Author” Community Website is located at www.a2jauthor.org.

To help you along the way, we have included three icons to identify key points,

ICON KEY directions on where to find additional online tutorials, and tips on authoring A2J

/=7 Valuable information  Guided Interviews”. Key points and valuable information in each chapter are marked

Sce online tutorial with the open folder icon. Wherever additional online material is relevant, you will find

Authoring tip the computer icon accompanied by a link to online material. The keyboard icon signals

authoring tips.

Finally, the A2] Authoring Guide is a living document and we expect to make changes as the tool develops and
need arises. So please check the Community Website periodically to make sure you have the most current
version — the version number is indicated on the front cover of the A2] Authoring Guide. Revisions of the A2]
Authoring Guide will be available as both a separate downloadable .pdf document or as one of the many files
included in the “Starter Kit” download. (To learn more about the A2] Author” “Starter Kit” please visit the
Community Website (www.aZjauthor.org).

We hope you have lots of fun authoring A2] Guided Interviews"!
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A2J AUTHOR OVERVIEW :I

A2J Author® Overview

Welcome to A2] Author™!

2] Author™ is a software tool that delivers greater access to justice for self-

represented litigants by enabling non-technical authors from the courts,

clerk’s offices, legal services programs, and website editors rapidly to build
and implement customer friendly web-based interfaces for document assembly. The
A2] Guided Interviews” created with A2] Author® remove many of the barriers faced
by self-represented litigants, allowing them easily to complete court documents that are
ready to be filed with the court system.

A Brief History

From 1999-2001, the Access to Justice, Meeting the Needs of Self-Represented
Litigants: A Consumer Based Approach (“Meeting the Needs™) Project? successfully
identified the major batriers to access to justice for self-represented litigants. A key
insight of the Meeting the Needs Project was that the simple act of filling out forms
raises unique challenges that the many low income self-represented litigants have
trouble overcoming. The project also determined that special care would be required if
technology were to be introduced into the justice system to meet the needs of self-
represented litigants.

These findings led to the creation of the Illinois Joint Simplified Dissolution of
Marriage Prototype (“JSDM Prototype™) (see Figure 1). This prototype was custom-
designed software that provided a web-based interface for prv se litigants to complete
the forms required for a joint simplified dissolution of marriage in Illinois. The JSDM
Prototype interface has been tested by users from the Illinois statewide legal services
website (www.IllinoisLegalAid.org) and evaluated by user interface specialists at the

1 A2J Authot® was developed under grants from the State Justice Institute (SJI grant number SJ1-04-N-121), Chicago Kent
College of Law, Center for Computer-Assisted Legal Instruction (CALI), Center for Access to the Courts through
Technology, and Legal Services Corporation (LSC). The points of view expressed are those of the authors and do not
necessatily represent the official position or policies of the SJI, Center for Access to the Coutts through Technology,
Chicago-Kent, CALI or the LSC.

2'The Meeting the Needs of Self Represented Litigants: A consumer based approach was a study completed by the National Center for
State Courts (NCSC), and the Illinois Institute of Technology’s Chicago-Kent College of Law and the Institute of Design,
and was funded by grants from the State Justice Institute (SJI-00-N-248), the Open Society Institute (No. 20001562), the
Center for Access to the Courts through Technology, and the Illinois Institute of Technology.

1



A2J AUTHOR OVERVIEW

Hlinois Institute of Technology Usability Lab. The user interface developed for the
JSDM Prototype is elegant, simple and powerfully effective — it is the “front-end”
needed to make court document assembly and electronic filing more widely accessible
to self-represented litigants. Though the JSDM Prototype proved to be a powerful
tool, creating a customized user interview was time consuming and costly.

In 2004 Chicago-Kent
College of Law’s Center
for Access to Justice and
Technology  partnered

qu“" T Srbiin I_d

PR = with the Center for
N i ;
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' Instruction (“"CALIL") to

| create A2J Authot® - a

factory or a software
- machine to make
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T T v e ends for court forms, at a
i very low cost.
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Figure 1: JSDM Prototype

A2] Author® capitalizes on the front-end interface developed in the JSDM Prototype,
while providing enhanced functionality that allows authors to create guided interviews
on their own. A2] Author” includes a desktop authoring tool and a web-based player
that combine to enable rapid, low cost construction of customer friendly interfaces for
web-based guided data collection and document assembly without the need of a
professional ~ software developer. These A2] Guided Interviews® gently lead
unsophisticated end users through a web-based interview with visual and audio cues.

O 21 pahe

In addition to being user
friendly for the consumer,
A2]  Author® is also
designed to make it easy
(pethaps fun) for court staff
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includes a graphical
flowchart map that displays
the entire dialogue for the
interview to the author to
facilitate complex branching
(see Figure 2).
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Figure 2: A2] Author® Flowchart view
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The “branching” feature lets the author create a dialogue that assists the end-user (self-
represented litigants) by asking only the questions that need to be answered.

A2J Author®, HotDocs® and the “National Server”

Much of the success of the A2] Author® stems from its compatibility with the Law
Help Interactive server (“LHI” and formerly known as National Public Automated
Documents Online) Setver for nonprofit legal services. The LHI server provides
internet-based document assembly services powered by the HotDocs"” software owned
by Capsoft. After an A2] Guided Interview™ is created, it is then uploaded to the LHI
server and combined with its corresponding HotDocs” form template to create an
interactive interview for court forms. The HotDocs” template is a digital representation
of a blank court form that allows information collected by the A2] Guided Interviews"”
to be manipulated and inserted in the proper position on that form.

A2] Guided Interviews® are made available over the internet through court and
statewide websites. The “front-end”software, A2] Author®, developed by Chicago-
Kent and CALL joined with the “back-end” technologies of the LHI server, Capsoft’s
HotDocs” and T.HI management tools, provide a full end-to-end solution (see Figure
3). This combined effort makes it possible to provide user-friendly assistance to
thousands of self-represented litigants in a rapid and cost effective manner and make
the help available wherever there is internet access.

HotDocs
Online
£ XML _AzJ -

..il

z Tmer Data

.li

Completed

Document
Local

Terminal

Figure 3: A2] Authot® Output Information Flow
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Demonstrated Capabilities

Early, in 2005, the Center for Access to Justice & Technology demonstrated A2]
Author™s capabilities by building A2] Guided Interviews” for the project’s pilot
partners in Illinois (Illinois Legal Aid Online and the Cook County Courts) and in
California (California Administrative Office of the Courts). The Illinois A2] Guided
Interviews” include “Security Deposit Complaint” interviews for tenants and an
“Application for Waiver of Court Fees and Costs.” In addition, three California A2J
Guided Interviews” were built in partnership with the California AOC to demonstrate
A2] capabilities, including: “Petiion for Adult Name Change,” “Application for
Waiver of Court Fees and Costs,” and an “Application for an Order for Service of
Summons by Posting and Mailing.”

Since the first production release of A2] Author® in September 2005, legal aid offices
and courts in a variety of states have begun using the A2] Author” tool on their own.
For example, Idaho Legal Aid Services, Inc., as of late 2007, had completed twenty-
nine (29) of A2] Guided Interviews” including, divorce, landlord/tenant, name change
and small claims packets. Idaho’s A2] Guided Interviews" received over 58,000 hits in
September 2007 alone.

Mlinois Tegal Aid Online has used A2] Author® to create a “Post Judgment Collections
Guide” that guides users through the process of collecting court judgments, and an
“Expungements” Guided Interview that is used in connection with an expungement
help desk in Chicago’s Cook County courthouse. As of March 2010, thirty-six (36) A2]
Guided Interviews"” were available to the public on Tllinois Tegal Aid Online’s Forms
Library.

A2] Author” is gaining users and supporters daily and is steadily becoming a nationally
recognized tool to meet the needs of low-income and self-represented litigants. For
example, sixty (60) percent of the over $2.1 million awarded to State Justice Institute
and Legal Services Corporation partner grants announced in September 2007 include
funding for A2] Author® projects. These grants positioned 2008 to be a banner year
for A2] Author® as Georgia, Idaho, Iowa, Kentucky, Maine, New York, Ohio,
Washington, and West Virginia each begin new A2] Guided Interview™ projects.

Case Management and E-Filing Integration

Chicago-Kent and CALI continue to make improvements and enhance the
functionality of A2] Author” based on feedback from the A2] Author® user
community. These enhancements include integration with e-filing and case
management systems.

The A2] Author” project team has partnered with the U.S. District Court of Eastern
Missouri to make A2] Guided Interviews” the pm se front-end to the U.S. Courts’ Case
Management/Electronic Case Files (CM/ECF) system (see Figure 4.) Once
completed, the A2] Guided Interview™ and e-filing integrated technology will be made
readily available to all other U.S. Courts interested in similar prv se interface projects.
Towa Legal Aid has recently completed a pilot project that integrates A2] Guided
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Interviews” with the Pika case management system used in a large number of legal aid
offices across the country.

Currently, Legal Aid of Western Ohio is spearheading a replication of the Iowa project
in the state of Ohio that will coordinate online intake among all participating programs
in the state, using A2] Guided Interviews” as the online interface.

o E-Filing

'

PDF =y

HotDocs | T
Online

CM/ECF

______ e Customer Data E-Fﬂfﬂg

Figure 4: E-Filing Data Flow Model

Version 2.0

Several enhancements, many of which were suggested by A2] Author” users, were
incorporated into Version 2.0, released in 2008. While some of the improvements in
2.0 faced the pro se users of the A2] Guided Interviews”, most of the improvements
were aimed at enhancing functionality that made the tool more efficient and easier for
the authoring community to use.

For the authors of A2] Guided Interviews”, increased functionality included the ability
to: set multiple variables in a single condition; round and truncate numbers; script
macros for sign text and field labels; script functions in either lowercase or uppercase
letters; add unlinked questions to an interview; add or insert automatically numbered
questions without disturbing the existing numbering scheme; and, for replicated
interviews, clear all audio file references if they do not apply to the current interview.
This version also made it much easier to move between screens in the program. Many
other fixes and formatting changes were also made that make the authoring of A2]
Guided Interviews® more efficient for developers. (See Appendix A: Software
Documentation.)
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Developers were also be able to sort text and number lists making selection from a
multiple choice list easier for the prv se user. Another 2.0 feature aimed at the user was
an alternative end graphic. This feature provided the developer the ability to exchange
the traditional courthouse graphic for an alternative graphic designated by the author.
With the increasing popularity of the program as a means to conduct online web
intake, programs could now designate a graphic more in tune with the purpose of the
interview.

In addition, as part of the A2J Author®™ 2.0 project A2] Guided Interviews® could be
integrated with “live help” vis-a-vis a Live Help selection mechanism which was
incorporated on the National Server. Live Help functionality was enabled as a “wrap-
around” interface to any A2] Guided Interview™ associated with a program currently
using LiveHelp. Adding Live Help allows prv se litigants to get personalized help during
their A2] experience.

Finally, the A2] Author® 2.0 project generated an XSL. Transform for LSXML. Initially
tested by Iowa Legal Aid, and now available on the Community Website, this tool
allows A2] Author” to more easily “plug into” electronic filing systems and legal aid
case dockets, making A2] Guided Interviews” the standard interface for pro se
information collection (see Figure 5.)

o Case Management System Data Collection

Sulded Interviews for Intaks {a2] flles) B —
e -,

-"‘T.jj C
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Available For Review in
the Case Management

Interview ( Sys;em,.. .
Answers | [ xsL ) Transformed ....conflicts check
(.anx /'{ Transform “" Answer Files ....attorney review
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File) y p g ) p,
vl . e
[\ e e
\
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stice & Technology

Figure 5: Data Transform Flow for Case Management Systems

Version 3.0

Released in eatly 2010, the upgrades in 3.0 improve both the end-user experience and
the A2] Guided Interviews® authoring process. The most significant enhancement is
the ability for A2] Guided Interview™ authors to add video or graphics components
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to questions. This is an especially useful tool to further explain or model complex
issues for A2] Author” users.

Enhancements to A2] Author® 3.0 offer users a variety of program possibilities,
including:

the ability to add graphics and video components to guided interview
questions with the option of creating full-screen visual display for viewer
satisfaction and ease;

graphic and view options that allow users to give their clients visual
explanations of the more complicated court forms, procedures, processes, etc.;

an exit feature which enables users to customize the interview exit process and
instructions with the option of leaving guided interviews before they are
completed and saving the answers on the national server;

the ability to create new interviews more efficiently by adapting previously
designed questions or question sets and their underlying data components
from existing A2] Guided Interviews”; and

visual consistency as they navigate between their site, A2] Guided Interviews”
and the interview host site with the capability to create and add a “branding
logo” to the A2J] Guided Interviews” interface.

Version 4.0

Released in December 2010, the upgrades in A2] Author” 4.0 focus on improving the
interview experience for the end-user. Some additions are “senior-focused” including
the ability for the end-user to control the font size and sound volume. Version 4.0 also
incorporated several new features as well as improvements upon existing features,

including:

Audio/Video Start/Stop/Rewind: In addition to having control over the
volume of audio and video clips, end users may now stop, start and rewind the
clips. Additionally the audio/video control box includes an indicator of how
long the audio or video clip is and how much of the clip is left while playing.
These features will greatly benefit end-users with hearing impairments and
limited literacy.

Calculator: Authors of A2] Guided Interviews” may now choose to have a
graphical calculator widget appear with any number or dollar field. When the
end-user clicks the calculator icon a larger fully-functioning calculator pops up.
The calculator feature helps ensure accuracy and makes it easier and more
efficient for the end-user to complete questions.
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e Calendar: Similar to the calculator, authors of A2] Guided Interviews® may
choose to include a graphical calendar widget with any date field. When an
end-user selects a date on the calendar, the chosen date automatically populates
the date answer field in the question box. The calendar feature helps ensure
accuracy and makes it easier and more efficient for the end-user to complete
questions.

e Enhanced Save & Resume: With A2] Author® 3.0 end users gained the ability
to save a partially answered interview and return at a later time to complete it.
With A2] Author® 4.0 when an end-user launches an interview with a saved
answer set they will begin on the question where they exited from.

What's Next?

Chicago-Kent and its partners, CALI and Idaho Legal Aid Services, Inc., receive
continued funding to grow the innovative A2J Authot® Project. During 2011, our
project team will work to research options for sustaining the A2] Author” project into
the future and determine the focus for the next major iteration of the software. Interim
versions providing bug fixes and incorporating minor enhancements requested by the
community will be released on a periodic basis. Finally, the current project provides for
a tremendous increase in support for the community in both training and development
assistance. Monthly online trainings and workshops for new users, advanced users, and
users focused on online intake will support the efforts of programs nationwide.

A2] Author” is available for free to interested courts, legal service organizations and
members of the legal services HotDocs” development community for non-commercial
use. A2] Author” is made possible by funding from the State Justice Institute, Center
for Access to the Courts through Technology, Chicago-Kent College of Law, CALI
and the Legal Services Corporation. If you are interested in learning more about A2]
Author” solutions for e-filing or case management system integration, please call the
Center for Access to Justice & Technology for further information.

To learn more about A2] Authot® contact:

Ronald W. Staudt Dina Nikitaides

Associate Vice President, Law, Business Program Coordinator

& Technology Center for Access to Justice & Technology
Professor of Law Chicago-Kent College of Law
Center for Access to Justice & Technology 565 West Adams Street, Suite 775
Chicago-Kent College of Law Chicago, IL. 60661

565 West Adams Street, Suite 775 Tel: (312) 906-5331

Chicago, IL. 60661 Fax: (312) 906-5165

Tel: (312) 906-5326 www.kentlaw.edu/cajt/

Fax: (312) 906-5280 www.a2jauthor.org
www.kentlaw.edu/cajt dnikitaides@kentlaw.edu

rstaudt@kentlaw.edu
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INSTALLATION & REGISTRATION :I

Installation & Registration

The latest version of A2] Author® is available on
www.aZjanthor.org!

D ownloading the software is always the crucial first step! Downloading and

registering the software is simple to do and we have provided simple
instruction below.

Installation Requirements and Instructions
Listed below are the Viewer Requirements, Author Requirements, and Installation
Instructions.

Viewer Requirements (for litigant access)

® A web browser: Internet Explorer 6 or greater; or Firefox 1.1 or greater, or
Netscape 7.0 or greater.

® Flash 8 or greater

Author Requirements (for desktop interview creation)

e  Windows"” 2000, Windows" XP or Windows" 7

® The new A2] Author” uploader feature which expands the upload capacity
of A2] Author” (see Chapter 10) uses the NET framework. Thus, you
must also have the NET framework installed. The most current download
for NET can be found on the Microsoft® Download Center website
(http:/ /www.microsoft.com/downloads/en/default.aspx).

® Flash 8 or greater (Be sure to install Flash from both your Internet Explorer
and Firefox browsers, if you use Firefox.)

10
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There is no Macintosh version of the Authoring system. However, if you are operating
Windows” XP on a Mac, you can operate A2] Author” using the Windows" operating
system.

Installation Instructions

1. Go to the A2] Author” Community Website: www.a2jauthor.org,

2. Select the “Download A2] Author 4.0” link from the All Users menu
(Figure 06).

{azj) Access To Justice

A2] Author® Community Website

All Users Home

= Home / Welcome to the Access to Justice Author Community Board
Download A2 Author 4.0 )

'y
o Getting Started

s About A27 Author

= Online A21 Authoring
Guide

Online Intake

A2] Author Blog
Contact Us

Walcoma to A2J Author®

Announcements

Figure 6: A2] Author Community Website.

3. Select “Install A2] Author” (Version 4.0)” link from the Downloads page
(Figure 7).

Access To Justice

J Author® Community Website

All Users Home
o Home Download A2] Author® 4.0
o Download A2] Author 4.0 britted by = o P
o Gettl'ng Started Submitted by sam on Thu, 2010-12-16 11:22
o About A27 Author INSTALL A2 AUTHOR® (Version 4.0)
o Online A2] Authoring

Guide QUICK-START GUIDE

a Online Intake
o A2] Author Blog
o Contact Us

1. Click on the link above to save the A2] Author® 4.0 installation file.

2. Run the installation file, double click the desktop icon to open, and complete the registration.

3. Read about the new features of A2] Author® and compatibility issues in the article below.

4. Provide us with your feedback, using the "Send Feedback” button in the software.

5. If you update to 4.0 and then experience a .NET error in uploading interviews to the LHI
server, download .NET Framework update via Microsoft. For more information on this see the
"Multi-file Uploader Tool" description below.

Figure 7: A2] Author Download link on the Community Website.

4. Save the .exe installer file (Figure 8). Then “run” or “open” the .exe file to
begin the installation.
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BB Download - St

Do you want to run or save this file?

@ Mame: A2JAuthor_Installer_400_2010-12-16.exe
Type: Application, $.33MB
From: www.aZjauthor.org

Bun ][ Save ][ Cancel ]

Figure 8: File Download window.

5. Select “Next” to continue through the InstallShield Wizard for AZ2]
Author” (Figure 9).

" A2] Author - InstallShield Wizz

Welcome to the Installshield Wizard for A2J
Author

The InstallShield® Wizard will install 2] duthar on your
computer. To continue, click Mest.

< Back [ Mext » ][ Cancel

Figure 9: InstallShield Wizard.

6. Select “Next” again to continue through the installer and then complete
the installation by selecting “Install” (Figure 10 and Figure 11).

12



A2J AUTHOR OVERVIEW

"A2) Author - InstallShield Wezar

Chooze Destination Location
Select folder where setup will install files.

G Inztall A2 Authar to:
C:\Program Files\CALINAZ) Author_4

InstallShield

¢Back [ Mest> |[ Cancel

Figure 10: A2J] Author — InstallShield Wizard.

' A2) Author - InstallShield Wizard |

Ready to Install the Program
The wizard iz ready to begin installation.

Click. Install to begin the installation.

If pou want to review or change any of pour installation settings, click Back. Click Cancel to exit
the wizard.

Inztalls hield

< Back ][ |higtall ][ Cancel

Figure 11: A2] Author InstallShield Wizard.

7. Click on the “Finish” button (Figure 12).
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InstallS hield Wizard Complete

The InztallShield Wizard has successfully installed 2] Authar.
Click Finizh to exit the wizard.

< Back Cancel

Figure 12: Finish Button in the InstallShield Wizard.

8. Your software is now installed. An A2] Author” icon should appear on
your desktop (Figure 13).

(a2)

A2 fukhor

Figure 13: A2] Author® icon that
should appear on your desktop.
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Registration Requirements and Instructions

A2] Author” is available at no cost to courts, legal aid organizations, and others who
wish to use the software for a non-profit use. After downloading and opening the
software using the desktop icon, you will have an opportunity to read the Access to
Justice Author End User License Agreement. You will then be required to register the
software by accepting the terms and conditions of the software license and completing
a registration screen prior to initial use.

Registration Instructions
1. To register the software, double-click on the A2] Author” icon on your
desktop (Figure 13, above).

2. Read the Access to Justice End User License Agreement; print the
License, if desired; and select “I Accept,” if you accept the terms and
conditions of the License Agreement (Figure 14).

3. Select “Next” to continue with registration.

2 821 Authar

‘SEND FEEDBACK

Access to Justice Author End User License Agreement
FLEASE READ THE FOLLOWIMNG LEGAL INFORMATION CAREFULLY

This is a legally binding Agreement between you (the "Licensee") and The
Center for Computer-Assisted Lenal Instruction and lllinois Institute of

Technalogy, having as one of its academic units Chicago-Kent College of
Law {collectively the "Licensor'.

The Access to Justice Autharing Systern™ ('A20" is comprised of twa
parts: AZJ Author®, a software program that allows users to create

templates and lessons, and AZJ Player™, a software component of the
A2J Autharing System that allows templates and lessons created using

VI Accept '_i Print License_\ [ Mext |

chegetenV GG

RLINOS INBTITUTE OF TUCHNOUDOY

Center for Access to the | SJ STATE JUSTICE =L LSC
Courts Through Technology INSTITUTE =
Access o Justice Authar was developed under grants from the State Justice Instiute (5J1 grant number S.104-N-121}), Cenler for Access to
the Caurts through Technology; Chicaga Kent Callege of Law, Center for Computer-Assisted Legal Instruction (CALE), and Legal Services

Carparation (LSC). The points of view exprossed are thase of the authors and do not necessarily represent the official position or policies of
the 5JI, Cenler for Acoess ta the Courts through Technology, Chicago-Kent, CALL or the LSC

© 20002008 llinés Institute of Technology - Chicago-Kent College of Law and the Genter for Computer-Assisted Legal Instruction

Figure 14: Terms and Conditions must be accepted in order to register the software.
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4. Complete the required registration information indicated by asterisks
(Figure 15).

5. Click on Register.

6. 'The software is now registered. Future uses of the software will not require
you to accept the license and complete registration information.

SEND FEEDSACK

Narmne™ | Jahn Doe

Title™

Organization™ | Legal Aid Organization of

Address Line 1% |*
Address Line 2|

City*/State™Zip™ ~

+

Email*

Phone®

* Reguired Field

Register

Open an exisiing interview

ceggokenV  eagAR

RLINOS, INSTITUTE OF TECHMOLOGY

STATE JUSTICE ="
oo rone | [STIPTATEdveTce]  SLLSC

Access (o Justice Author was develeped under grants from the State Justice Institute (51 grant number 5J1-04-N-121), Canter for Access in
the Cours through Technesogy, Chicage Kent College of Law, Center for Computer-Assisted Legal Instruction (CALL and Legal Senvices
Corporalion {LSC). The points of view expressed are those of the authors and do not necessarily represent the official position or policies of
the S, Center for Accass 1o the Courts through Technology, Chicago-Kent, CALI, or the LSC.

@ 2000-2007 Binois Instinste of Technology - Chicago-Kent College of Law and the Center for Computer-Assistad Legal Instruction

Figure 15: Complete the required registration information and select Register.
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Getting Started

After reviewing this chapter youll be well on your way to anthoring.

etting started in A2] Author” is easyl This first section of this chapter,

entitled Creating Interviews, provides a bird’s eye view of the entire process of

interview creation, from downloading the software to uploading the
completed interview to the LawHelp Interactive (LHI) Server. The process is
demonstrated using a flowchart. The second section of this chapter, entitled Navigating
A2] Aunthor®, will familiarize you with the start-up screen and main menu of the
software.

Creating Interviews
Creating A2] Guided Interviews” can be simple — just follow these steps.

DOWNLOAD AND INSTALL THE A2]
AUTHOR® SOFTWARE

See Chapter 2: Installation & Registration

A4

FAMILIARIZE YOURSELF WITH
THE MATERIALS ON THE
COMMUNITY WEBSITE
(www.a2jauthor.org) AND THIS
AUTHORING GUIDE

!
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|

IMPORT HOTDOCS® VARIABLES Alternatively,
(if this is an interview that will you can begin

cotrespond with a HotDocs® template)
See Chapter 5: Variables Tab

creating your

interview prior
to creating the
HotDocs®

template.

I
I
SET UP BEGINNINGS OF AN OUTLINE FOR YOUR

INTERVIEW BY ADDING “STEPS” TO THE INTERVIEW.
See Chapter 4: Steps Tab

/—T’/_J

ADD QUESTIONS TO YOUR INTERVIEW, INCLUDING FIELDS TO
COLLECT DATA AND JUST-IN-TIME LEARNING FEATURES THAT WILL
ASSIST THE USER OF THE INTERVIEW.

See Chapter 7: Creating Questions

A

PRINT A SCRIPT OR FULL REPORT AND HAVE TEXT PEER REVIEWED
See Chapter 8: Reports Tab

PREVIEW AND TROUBLESHOOT THE INTERVIEW IN PREVIEW MODE
See Chapter 9: Preview Mode

\ 4
TEST THE INTERVIEW WITH HOTDOCS®
See Chapter 11: Testing A2] Guided Interviews® with HotDocs®

v

ADD AUDIO TO THE INTERVIEW
See Chapter 12: Adding Audio

A 4

UPLOAD THE INTERVIEW TO THE NATIONAL PUBLIC AUTOMATED
DOCUMENTS ONLINE (LHI) SERVER
See Chapter 10: Upload A2] Guided Interviews® to LawHelp Interactive
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Navigating A2J Author®

A roadmap is never complete without signs and landmarks. Thus, this section will walk
you through the components of the start-up screen and the main menu. A “map” of

the navigation buttons in the main menu, which serves as a visual table of contents, is
also included.

The Start-Up Screen and Icons

The Start-Up Screen (Figure 16) includes two obvious features in the center of the
screen: “Create a new interview”” button and “Open an existing interview” button. The
Start-Up Screen also includes a few not-so-obvious features, including the A2] logo
which reveals software information, the “?” button which links to the A2] Author”
Community Website, and the Send Feedback button.

The “Create a new interview”” and “Open an existing interview’” buttons are located in
the center of the screen. They provide you the ability to either open a new interview
which includes four starter questions, or browse your computer’s directories and
folders in order to select a previously saved A2] Guided Interview™.

SEND FEEDBACK

Welcome to the Access To Justice Authoring System

{What would you like to do?]

j Create a new interview

Open an existing interview

Chicago-Ken?v. Gnl I
College of Law

RLINOTS INSTITUTE OF TECHNOLOGY

Center for Access to the SJI STATE JUSTICE =L LSC
Courts Through Technology INSTITUTE “—
Access to Justice Author was developed under grants from the State Justice Institute (SJI grant number SJ1-04-N-121), Center for Access to
the Courts through Technology; Chicago Kent College of Law, Center for Computer-Assisted Legal Instruction (CALI), and Legal Services
Corporation (LSC). The points of view expressed are those of the authors and do not necessarily represent the official position or policies of
the SJI, Center for Access to the Courts through Technology, Chicago-Kent, CALI, or the LSC.

@ 2000-2007 lllinois Institute of Technology - Chicago-Kent College of Law and the Center for Computer-Assisted Legal Instruction

Figure 16: Features of the Start-Up Screen
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The A2] logo ( ﬂ ) in the top left-hand corner of the screen and the question
mark symbol ( [l ) in the top right-hand corner of the screen are icons. The
version number of the A2] Author® software you are operating and other authorship
information is available by pressing and holding the left button of your mouse while
the mouse is positioned over the A2J logo. The question mark symbol, when selected,
will direct you to the online A2] Authoring Guide on the A2] Author” Community
Website located at www.a2jauthor.org (Figure 17).

azj) Access To Justice

A2] Author® Community Website

All Users Home User login
= Home Welcome to the Access to Justice Author Community Board Username:

o Download A21 Author 4.0

o Gatting Started

= About A21 Author Password:

o Online A2] Authoring

Guide

= Online Intake TR

& A2] Author Blog

o Contact Us = Create new account
@ * Request new password

Walcoma to AZJ Author®

Announcements

Figure 17: The home page for the A2] Author® Community Website (www.a2jauthor.org ).

The “Send Feedback” button ( (SEND FEEDBACK ) ) links you to an Author
Feedback Form (Figure 18). Information entered in the Author Feedback Form is
forwarded to the software’s developers. Feedback is very important for successful
software development, so please do not hesitate to send us your comments. The
following options for feedback are provided: “I want to Thank You...”, “I have a

suggestion...”, “It would be nice if...”, “How do I...”, “I found an error...”, “T have a
Complaint...”, and “Other Feedback”.

@ focese To Justiee - Author Feedback Form

A2)Author Version: 2007-01-22
Date: 2007-12-28-16-01-57

Comment/Feedback Type: [T

Feedback:

Your email (optional): |

Figure 18: The A2] Author® Feedback Form.
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The Main Menu

A2] Author® has a “main menu” which exists in most screens of the software, and is
divided into two parts. The first part consists of four file management icons: “new,”

» <C

“open,

“Steps’”

save,” and “save as”’ (Ficure 19). The second portion consists of seven
bl

navigation buttons: “Interview,” “Variables,” “Question,”  “Report,”

“Preview,” and “Upload.” Each of these buttons opens up a “tab” or “screen” in the

software.

The icons new, open, save, and save as, are located at the top of most screens.

My Interview [not saved]

SEND FEEDBACK

]

new

W

l{-l"dj
open

J

L—

Save as

Figute 19: Each “Tab” or “Screen” within A2] Authot® provides the following button selections: New,

Open, Save, and Save As.

NEW - Selecting “new” opens a new template upon which you can build an A2]
Guided Interview™. If you are working in an existing interview and wish to close it and
begin work on a new interview, be sure to select “save” first; then select “new” to clear
all fields and begin work in a new template. Selecting “new” does the same thing as
returning to the Start-Up Screen and selecting “Create a new interview” (Figure 10).

oPEN - Selecting “open” opens the window entitled “Choose an existing A2J

Interview” (Figure 20.)
Here is where you will
browse for and select an
existing interview.
Notice that the browse
window is defaulted to
search for “.a2j” files.
By selecting the “Files
of type” drop down
menu, you can also
search for “xml” files.
(Interviews downloaded
from the LHI server are
in this format.) Be sure
to “save” an interview
prior to opening another.

® 9 BTN BT
0 BT | _
1 @

Type

Organize » MNew folder

m Desktop - Mame

Downloads
. Avatars

]

[ Favorites
W Links
- My Decuments
' My Music
= My Pictures
B My Videos
# Saved Games
i Searches
8 Computer

Languages

CEEE

Date modified

1/4/2011 1:01 PM
1/4/2011 1:01 PM

£ Local Disk (C3) ola |

m

File folder

File folder

File narme:

- [All Interviews (*.a2j)

[ Open

B

Cancel ]

Figure 20: Browse for an existing “.a2j”” or “.xml” A2] Guided Interview™.
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sAVE - Selecting “save” will open the “Save your interview as?”” window. A default file
name (My Interview.a2j) is suggested in the File name field. However, you can use any
file name to save the interview. It is recommended that you do not include
apostrophes in the name you choose to save your interview under. Also, you can
save an interview in another folder. Notice in Figure 21 below, the default folder is
“CALINA2J] Author_3_4”, which is the program files folder. The folder can be
changed by selecting another from the drop down menu. To continue, you must select
“save” from the “Save your interview as?”” window (Figure 21).

Save your Interview as’

I = > huors +————— o | e o

Organize = Mew folder 4= - ®

i Desktop *  Mame Date modified Type

4 Downloads . )
J Avatars 17472011 1:01 PM File folder

i Favorites . )
J Languages 1/4/2011 1:01 PM File folder

& Links

| My Documnents
Jf My Music

= My Pictures
My Videos

# Saved Games

' Searches

1% Computer - 4

File name: My Interview.aZ)

Save as type: | A2l Interviews (*.a2j)

“ Hide Folders Cancel

Figure 21: The suggested file name is derived from the “Title”, but can be changed when the file is saved.

Whenever you “save” an A2] Guided Interview™, A2] Author” creates a back-up copy
of the interview before it saves the new changes. The old interview is saved under a
different file name. A2] Author” appends a date stamp to the file extension of the old
interview. Thus, if you wish to discard your current changes and work from the “old”
version, you can do so by using the date stamped back-up copy.

It is important to note, however, that A2] Author” will only open files with either an
“.a2j” or “. xml” file extension. So, if you wish to resurrect a date stamped back-up of
your A2] Guided Interview™, you must change the file name to remove the date
stamp from the file extension. Thus, in Figure 22 below, “-2007-12-10-14-38-49”
would need to be deleted from the file name, leaving only the “.a2j” extension. To
avoid overwriting the latest version of your interview, you may wish to rename the
backup file entirely.
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| MName Size  Type Date Modified 5
@AZJAuthor.exe 112KE  Application 1J2212007 2:26 PM
__}AZJAuthor.ini 2 1KE Configuration Settings  12/6/2007 9:06 PM
A22Author, swF The date stamp IS Jas7ke shocwave Flash 0. 1222007 S:24 PM
@AZJAuthorIcon.ico appended to the KB Icon 712002005 12:49 PM

9 A2 License.ini . . 1KB Configuration Settings  1/29/2007 1:45 PM
P.ZJLicense.st file extension, as 23KE Shockwave Flash ©...  1)22/2007 2:46 PM
% Az Miewer.ini shown here. 1 KB Configuration Settings  1f24/2007 1:32 PM
[Z] changes.txt 4KB Text Document 14222007 6:00 FM
ComponentServer, swk 80KE Shockwave Flash ... 1222007 2:45 PM
2] My Interview.22j KB AZ1File 12/10/2007 2:39 PM
My Interview, a2j AZ1-2007-12-10-14...  12/10/2007 2:38 PM
Report for html-2007-05-15-10-29-05 7KE HTML-2007-05-15-1... Sf15/2007 9:29 AM
Report for . html-2007-05-16-09-46-15 7KB HTML-2007-05-16-0... 5f16/2007 8:46 AM bt

w4 >

Figure 22: A2] Author® appends a date stamp to the existing A2] Guided
Interview™ file, leaving you with a new file and a “backup” of the next previous
version, which is date stamped.

SAVE As - Selecting “save as” allows you to save an existing interview under another
file name.

The seven navigation buttons of the main menu
are: “Interview,” “Variables,” “Steps,”
“Question,” “Report,” “Preview,” and “Upload”
(Figure 23). With the exception of the “Preview”
button, each button opens up a corresponding
“tab” or “screen” in the same frame (e.g., the
Interview Button opens the Interview Tab.)
Selecting the “Preview” button, on the other
hand, opens up the Preview Mode which features
a preview of the interview as the end-user would
view it and preview mode features which facilitate
troubleshooting.

THE

NAVIGATION

BUTTONS:

[: Variables ]

[ Steps )

[ Questions j

[ Report j

[ Preview ]

On the following page, is a visual “map” of the
main menu buttons (Figure 24), including a brief
description of each tab or screen and the A2]
Authoring Guide chapter under which you can
find more detailed information.

[ Upload j

Figure 23: Navigation buttons of
the main menu.
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SEND FEEDBACK

Tab Function and Corresponding Chapter in the A2J Authoring Guide Chapter #

nterview: Add metadata and set language, graphic and other interview preferences......
Variables: Import and manage variable types. .. ...
teps: Break down your interview into logical groupings of questions..........................

uestions: Design questions, fields, and just-in-time learning features.........................

eport: Print a Full Report or Script for audio to spell-check and troubleshoot..............
review Mode: Troubleshoot A2J Guided Interviews® while previewing the interview.....
pload: Upload a completed A2J Guided Interview ™ to LHI SErVer.......oooveeieeeeieeenen.

Figure 24: Table of Contents for content related to each Navigation Button.
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Interview Tab

Set up and keep track of your interview.

I he Interview Tab includes several options for entering basic information about
your A2] Guided Interview™. This tab primarily serves as a place where you
can keep track of notes regarding the purpose and history of the interview.

This screen is also where the following preferences are set: language, avatar color, send

feedback, end graphic, and branding logo.

Information About The Interview

The following six fields under the Interview Tab provide opportunities to include
informative metadata in your A2] Guided Interview™: Title, Description, Jurisdiction,
Author, Version, and History (see Figure 25, next page).

Title

The Title field collects the name of your interview. The default setting for this field is
“My Interview.” If you do not change this entry, then “My Interview” will be the
suggested file name upon saving the interview. After saving the interview once, the
entry in the Title field no longer affects the actual file name.

Decide on a naming convention and stick to it. Make the name detailed. Example:
“Adult Name Change for Cook County — Draft 01-2008,” “Minor Name Change for
DuPage County — Final 02-2008.”

Description

The Description field collects any descriptive information you choose to include for
reference. The default setting for this field is “This is a description of my interview.”
This information only appears in the Interview tab when the file is open and in any Full
Reports generated under the Report tab. Often authors will choose to include
information that indicates how other similar interviews are distinguished. For instance,
if you have designed two interviews that compile data for Name Change forms, where
one is for adult name changes and the other, for minors; then you may wish to include
that distinguishing characteristic in the description of your interview.
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Jurisdiction

The Jurisdiction field collects descriptive information regarding the jurisdiction
addressed by the interview. The default setting for this field is “Jurisdiction of my
interview.” Similar to the Description field, the information only appears in the
Interview tab when the file is open and in any Full Reports generated under the Report
tab.

As many states have not adopted unified forms or procedures, interviews often need to
be individualized by county or other court designation. So, to avoid confusion upon
editing or updating, it is a good idea to include jurisdiction information as part of the
metadata of the interview.

2 A2) Suthar

My Interview [not saved]

‘SEND FEEDBACK )

Enter information describing your Interview.

TItE | by Intarvigw |

Dgfcription: This iz a description of my interview

/urisdicﬂon' Jurisdiction of my interiew | Logo Graphic: (=]

Information  [[[__sp-Author: Ananymous EndGaphic] @
Fields

\Feedbac.k: _|Allow 'Send Feedback' Mail to (optional): ‘
\version"uwamu | Language: English ~  Avatar | blank -

History! | |nterview created 1/15/2010

Figure 25: Information fields in the Interview Tab.

Author

The Author Field collects the names of those who have contributed to the interview.
The default setting for this field is “Anonymous.” Like the above items of metadata,
authorship information is included in any Full Reports generated under the Report tab.
It may be helpful to those within your organization to know who last worked on the
interview.
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The LHI server hosts HotDocs® templates and A2] Guided Interviews” for Legal
Services Corporation-funded legal aid organizations so that these templates and
interviews may be served up over the web. The LLHI server also provides a contributor
portal so that the participating organizations can share work. If your interview will be
made available to others, the authorship information is helpful. More information is
available at www.lawhelpinteractive.org.

Version

The Version Field collects version information. The default setting for this field is the
date you created the interview file. This information too is generated in a Full Report.
If you wish to pass around the interview in either report form or electronic form for
peer review, it can be helpful to have a version number assigned to ensure that any
comments received are relevant to the then-current round of revisions. For more on
working with reports see the chapter entitled “Reports Tab.”

History

The History Field is a complement to both the Author and Version Fields. The default
setting for the History Field is “Interview created [mm/dd/yyyy]” - the date included is
the date you created the interview file.

The History field is a good place to reflect dates and authors of past versions of the
interview (Figure 26.) You may also want to specify what was revised in the latest
version, thereby keeping track of your revision process. Adding this documentation
can be especially helpful if you will not be working in the interview on a daily basis.

Enter information describing your Interview.

Title: | Marme Change - Adult - Draft 2-2010

Description:| This is the adult version of the name change interview and correspands to the HotDocs
ternplate for form 412345,

Jurisdiction:| ABC Caunty Logo Graphic: &
Author:|John Doe, A2 Author Consultant End Graphic: o
Feedback: _|Allow 'Send Feedback’ Mail to (optional):
Version:| 1/19/2010 Language: English » Avatar plank v

History: | rterview created 1/19/2010
Draft 2 completed - 24152010
Draft 3 completed - 241972010
Cluestion (193; text needs to be completed for learn more instructions; need to update
hotdocs template; run a Script Report and spellcheck

Figure 26: Interview tab with information completed.
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Language, Avatar, Send Feedback, Branding Logo & End Graphic Selections
In addition to the metadata, the Interview Tab also provides five preference selection
tools: Language, Avatar, Send Feedback, Branding Logo and End Graphic.

Language

Language of the static buttons, which are located in the menu bar across the top of the
A2] Guided Interview™ interface, can be set to either English or Spanish. Should you
write an A2] Guided Interview™ in Spanish, you can opt to have all static buttons
within the interface set to Spanish. Please note that this selection does not function as a
translator. Thus, if you want your Questions and just-in-time learning features to
appear in Spanish, you must provide the Spanish translations. The following static
button selections are translated under the Language setting for Spanish as follows:

English (Figure 27) Spanish (Figure 28)
BACK Anterior
NEXT Siguiente
MY PROGRESS Mi Progreso
SOUND IS ON Sonido esta encendido
SOUND IS OFF Sonido esta apagado
SEND FEEDBACK Enviar comentatios
EXIT Salida
@ 221 Author (=B )

BACK NEXT MY PROGRESS 3 This is the introduction v 1) BOUND IS ON SEND FEEDBACK EXIT

@ AT CHICABOKENT COLLEGE OF LAW

‘.| /7 DO YOU QUALIFY?
This is the introduction. . @

® ACCESS TO JUSTICE

Figure 27: Static buttons are located along the menu bar at the top of the screen.
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) A2) Authar | = o>

Anterios Siguianta MiProgresn 4 This is the introduction » ) Sonido asta encendido Envisr comentarios Salids

@ AT CHICAGO-KENT COLLEGE OF LAW

4) Parar =
| Ir"1 ) DO YOU QUALIFY?

This is the introduction.

® ACCESS TO JUSTICE

Figure 28: A2] Guided Interview™ with static buttons in Spanish.

Avatar

The A2] Guided Interview™ interface includes two avatars: the Avatar Guide and the
computer end-user’s Avatar. The Avatar Guide is a woman avatar that helps provide
the end-user of the interview access to justice by walking the end-user down the path
of questions leading to the court house (or alternative graphic). End-users, so long as
they have been provided the option to make a selection for gender, are provided their
own Avatar which accompanies the Avatar Guide down the path to justice.

In the Interview tab you have the option of selecting either “blank™ or “tan” for the
Avatars (Figure 29). The color selection will affect the Avatar Guide and the end-user’s
Avatar. To view the avatar images that are used in the software, see Appendix B.

Avatar: tan -

1 blank

tan

Figure 29: Avatars colors: “blank” or “tan.”

To avoid having the Avatar Guide walk alone beyond the first or second question in
your interview, it is a good idea to include a question that requires the end-user to select
gender. In addition, it is important to use the variable recognized by A2] Authot” for
setting the Avatar’s Gender: “User Gender”. For a tutorial on this subject, please see:

http://www.a2jauthot.org/drupal/?q=node/177
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Send Feedback

The Send Feedback option, when turned on by the author, allows End Uset’s to report
a problem or ask a question about the A2] Author Interview™ they are completing.
Authors can direct the feedback to a specific person affiliated with the interview or
with the organization who created the interview by inserting the appropriate e-mail
address. All feedback is also routed to the developer’s of the A2] Author” software,
CALL so that end-user reports that reflect a bug in the software can be immediately
evaluated.

Branding Logo

The “Branding L.ogo” allows organizations publishing A2] Guided Interviews” to add
their program’s logo to the bottom right-hand corner of A2] Guided Interviews®. If
you wish to add a branding logo to your interview, simply click on the yellow folder
icon to the right of the Branding ILogo field (Figure 30). Then browse for and select the
desired branding logo file.

Logo Graphic: C:IUsersluser’tDDcumer

Figure 30: Select the yellow folder icon to browse for and
select a branding logo for your interview.

Please note that parameters do apply to the format of the graphic, as follows:
e 120 x 120 pixels
e alpha transparency

® jpg, .png, .gif, or .swf (Note: To browse for all types of files, be sure to type
k¥ for the file name after you have selected the yellow folder to browse.)

If the figure is larger than the above parameters, then it will be cropped automatically.
An example of a figure that properly fits within the parameters is pictured in Figure 33,
below.

End Graphic

The traditional destination in an A2] Guided Interview™ is a courthouse (see Figure 31
and Appendix B). That graphic can be changed. An alternative graphic may be more
suitable if an interview is to be used in the context of online intake interviews.

If you wish to retain the traditional courthouse graphic file, you do not need to attach
any graphic file. However, if you wish to choose an alternative graphic to the traditional
courthouse, simply click on the yellow folder icon to the right of the End Graphic field

(Figure 32).
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5 A2l Author

BACK. NEXT MY PROGRESS 7 ~|ick Submit to return wour docurment. v |]) SOUND IS ON SEND FEEDBACK EXIT

@ AT CHICAGO-KENT COLLEGE OF LAW

| Click Submit to retum your ‘

document.

@ CONGRATULATIONS!

& 2000-2009 llinols Institute of Technology - Chicage-Kent College of Law and the Center for Computer-Assisted Legal Instruction

Figure 31: Traditional A2] Authot® courthouse graphic.

Then browse for and select the desired end graphic file (Figure 32).

End Graphic: .Cl:uurtHl:uuseEmE

Figure 32: Select the yellow folder icon to browse for and
select an end graphic for your interview.

You can design your own graphic from scratch or you can design a graphic using the
courthouse graphic as a template which is available in the Starter-Kit download on
www.a2jauthor.org.

The following parameters are required for an alternative graphic:
e 900 x 250 pixels
e alpha transparency

e .pngor.swf
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The pixels must be exactly 900 x 250 so that the graphic is propetly centered over the
roadway (Figure 33). And, the alpha transparency is needed so that the background of
the graphic does not cover up the horizon or the roadway.

5 A2l Author

BACK. GESD) WY FROBRESS | 5 Congratulations!Press the button below to sulrmit| v | 9) SOUND ISON EERIEEEDEARY EAT

@ AT CHICAGO-KENT COLLEGE OF LAW

Congratulations!

Press the button below to submit
your interview data to Legal Aid of

Western Ohio. Legal Aid of

Western Ohio, Inc.
Someone will contact you within I I
24 hours to discuss the results of

your interview.

@ CONGRATULATIONS!

Legal Aid of
Western Ohio, Inc.

& 2000-2009 llinols Institute of Technology - Chicage-Kent College of Law and the Center for Computer-Assisted Legal Instruction

Figure 33: Template graphic centered over roadway.

To help you get started with your own graphic, the A2] Author” Starter-Kit installation
includes two template graphics: an .swf (shockwave flash/vector graphic image or
“swif”) and a .png (portable network graphic/bitmapped image or “ping”). The
templates are stored in the sub-folder entitled “End Graphic Sample.” The template
graphics includes a sign styled in the same fashion as the signs alongside the road in the
interview interface. They also include a legal aid logo and text which can be modified.

To edit the graphic, open the file in a graphic editing program such as Flash® or
Photoshop”. The template graphic is already formatted as 900 x 250 pixels, so no
adjustment should be made as to size. You will want to save the graphic “for the web”
as a PNG-24 or PNG-32 type file, and make a selection for transparency.

Of course, it is not necessary to begin with the graphic template provided. You can use
your own graphic, so long as it meets the parameters listed above.
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HOTDOCS®

TEMPLATES

FIELD:

Variables Tab

Spouse first name TE=]obn; Spouse last name TE=Daoe, ett.

A variable is a place to store information. Each variable is given a name which

usually reflects the type of information it is meant to collect. For instance, the

information meant to be collected by the variable name “Employer name
TE” is obvious. Ultimately, information stored in a variable is used, primarily, to
populate the fields in a HotDocs” template.

Thus, this chapter will first explain how to import the template’s variable names into
A2] Author® from a HotDocs” component file and keep track of your associated
HotDocs" template. This chapter will also demonstrate how to manage variables under
the Variables Table and Variables Information window. Finally, this chapter will
provide a detailed look at the properties of each variable type, including fifteen
program variables which control the gender and color of the Avatars, optional sign
text, and the appearance of the Back, Next and My Progress navigation bar items.

HotDocs® Template and Variable Names
The Variables Tab includes a HotDocs” Templates field and a Load Variables import
feature. Each of these features is desctribed below.

A2] Author” was originally designed to work with HotDocs”, where an A2] Guided
Interview™ is used as the alternative customer interface. So while there are alternative
uses for A2] Guided Interviews”, most A2] Guided Interviews” are associated with a
particular HotDocs® template for which it is collecting data. Coordinating versions of a
HotDocs” template and associated A2] Guided Interview™ can be troublesome once
the process of revising begins. Thus, it may be useful to keep track of the name of the
HotDocs” template in the HotDocs® Templates field (see Figure 34).

An entry in this field is for informative purposes only and has no effect on the
coordination of the interview and template on a server.
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Variable names stored in a HotDocs® component (.cmp) file can be imported into an
interview. This import feature is located at the bottom of the Variables Tab screen and
is indicated by a yellow folder labeled “Looad Variables” (Figure 34).

To use the “Load Variables” function, click on the yellow folder icon to browse for the

correct component (cmp) file for the corresponding HotDocs® template. After
selecting the component file, all variable names will be loaded into the Variables Table.

My Interview [not saved]

Provide information about your In

HotDocs Templates:

Used | Name | Repeat  Comment
1 Client first name TE F
1 Client last name TE F
1 Client middle name TE F
o User Avatar F
1 F

User Gender User's gender will be used to dis|

"-T:a;_variabias: .. -

Load variables from a HotDocs Component

Figure 34: HotDocs® Templates field and Load Variables icon.

For a detailed tutorial on the process of importing variables and how to access
imported variables during interview development, please see:

http://www.a2jauthor.org/drupal/?q=node/216

An essential key to a successful project is ensuring that you have addressed all of the
required data components of the HotDocs® template. One way to avoid missing a data
component is to design the HotDocs"” template first and then to import the HotDoc
variables into an A2] Guided Interview™. This helps to avoid typos of variable names
in the A2] Guided Interview™, which can cause errors in assembling a template.
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Variables Table and Variable Information Window

The Variables Table (Figure 35) contains a list of all of the variables imported from a
HotDocs® component file and variables added during the design of the A2] Guided
Interview™. It is organized into columns, each of which can be used to sort the
variable list. The Variables Information window is an editing window and can be
reached by double-clicking on any variable name.

Both the Variables Table and the Variables Information window include the following
properties:

e information regarding the use of a variable,
e avariable’s “name” and “type,”
e whether the variable is included in a “repeat” dialog, and

e 2 comments/notes section.

The Variables Table is where you can view these properties, and the Variable
Information window is where you can modify these properties.

My Interview [not saved]

i oo s i i ﬂ
l'.fan‘ab!es Tabl
Provide information about your Interview's forms, o
QY Voo Tervos] |
[ Steps } Vaﬂaw Variables Table JL
Lo A | Type |Repeat | comment -
‘ 1 Client first nams TE Taxt F
1 Client last name TE Variable Information Variables
BT 1 Client middle name TE i Informatis
tH
il e |Cllent frst name TE  |window |
Upload 1 User Gender Type: Text = usad to disy
Repeat: | Multiple valuss
Motes: [
Used by. {0)2-Mame Enter your name
Load variables: [/
Load variables from a HolDocs Component

Figure 35: Variables Table and Variable Information window in the Variables Tab.
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The Variables Table and the Variables Information window indicate, respectively, how
many times a variable has been used in the interview, and where it was used.

The number in the “used” column of the Variables Table indicates how many times
each variable has been used in the interview (Figure 30). By glancing quickly for
variables with “0” in the “used” column, you can determine which vatiables still need
to be used somewhere in the interview in order to collect the information necessary.

Variables:
| Used ‘Name Type Repeat | Comment -
1 Decedent had will TF True/False F Did the deceased have a will?
[ 2 Decedent has children TF True/Ealse E (This variable was used
[2 | Decedent has father TF | True/False F twice in the interview.

Figure 36: Used column in the Variables table.

In addition, you can consult the Variable Information Editing Window -- by double-
clicking on the variable name in the Variables Table — to determine where a particular
variable has been “used” in the interview (see Figure 37). The “Used by’ field lists the
Questions which have used the variable. You can then link to that Question by double-
clicking the Question name.

In Figure 37, you can see that the variable “Client middle name TE” has been used
once in the interview under the Question entitled “(0)2-Name: Enter your name.” To
edit that Question, and its use of the variable, you can double-click on “(0)2-Name
:Enter your name” to link to the corresponding Question Design window.

Variable Information ?

Name:

Client middle name TE

Type: Text

This variable
is located in
Question
(0)2-Name.

Repeat: _|Multiple values

Notes:

b

Usedby: | (g)2-Name :Enter your name

Double-click here
to link to Question
(0)2-Name.

= |

Figure 37: The Variable Information Editing Window.
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The Variables Table and the Variable Information window indicate the names of
variables, and give you an opportunity to delete or edit variable names.

The Variable Table column entitled “Name” indicates the names of all of the variables
imported or created during development, whether or not they have been used in a
question. (For more on naming conventions for variables, see Appendix C.)

As you create variables during interview development, you may find that you have
accidentally added additional variable names that are not being used anywhere. For
example, in Figure 38, you will notice the variables “Employer TEF” and “Ever
employed TF.” Assume “Employer TF” was typed by mistake while creating a
Question, and then later changed to “Ever employed TF.” The incorrect variable will
appear in the table as an unused variable. Such variable names can be deleted from the
Variables Table by highlighting the variable and selecting the “-” (minus) sign (Figure
38.) (Likewise, a new variable can be added by selecting the “+” (plus) sign (Figure
38))

TYPE:

Provide information about your Interview's forms. o

(" Variables ) HotDocs Templates:
Variables:
Used | Name 4 | Type Repeat |Comment A

1 Dependent three last name TE Text F Last name
1 Dependent two TF True/False F Do you have another dependent:

1 Dependent two age TE Text F Age
1 Dependent two first name TE Text F First name
1 Dependent two last name TE Text F Last name

2 Dependents TF True/False F Are there any persons who are d

‘ 0 Employer TF True/False F ‘

1 Employer city TE \ Text F City

1 Employer name TE Text F Employer's name

1 Employer phone TE F Employer's telephone number

1 Employer state TE F State

1 Employer street address TE F Employer's street address

1 Employer zip TE F Zip code

1 Employment position TE F Your job title

2 Ever employed TF F

v
il i amih/ A=ef TF F
Load variables: |/
Load variables from a HotDocs Component

Figure 38: Unused variable name in the Variables Table.

The Variable Table indicates what variable “type” is assigned to each variable. The
Variables Information window will allow you to change the assigned type.

Each variable can be assigned one of the following types: Text, True/False, Number,
Date, Multiple Choice, Unknown, or Other. A variable’s type can be changed by
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double-clicking on the variable name and editing the type in the Variable Information
window (Figure 39).

F : 5
Variable Information

Name: Client middle name TE
Type: Text v
Repeat: Unknown
Text
Notes: True/False
Number
Used by: g
Multiple Choice
Other

Figure 39: Variable Type selected in Variable Information window.

A variable’s “type” determines how the data collected in that variable will later be
evaluated. Thus a “variable type” is much different from a “field type,” which merely
designates the format in which the data will be collected. For example, a variable
entitled “Phone number TE” may be assigned the field type “Number Phone,” which
tells A2] Author” to provide three consecutive fields to collect each portion of the
phone number. But, the variable type assigned to “Phone Number TE” would be
“Text,” because the phone number will never be used in a numerical calculation.
Rather, a phone number is treated as text.

Also, variable names are case and type sensitive. So a variable’s name and type must
match the variable used in the HotDocs” template. If not, any data collected by that
variable will not populate in the intended field on the HotDocs" template.

For a complete description of all variable type properties, please see the main
subheading below entitled Variable Type Properties.
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The entry in the “repeat” column of the Variables Table, and the checkmark indicating
“multiple values” under the Variables Information window, indicate whether a
particular variable has been used within a repeat dialog (Figure 40). So, the indication
suggests that the variable may collect multiple values during the interview.

REPEAT:

Variables:
Used | Name - [ Type Repeat | Comment A
1 Defendant TE#2 Text
2 Defendant first name TE Text < T First name
Variable Information Text il Last name
Text T (Optional) Middle name or middle
MEL Defendant first name TE True/False F defendant/respondent
Type: Text gi= True/False F
- True/False F Do you have another dependent?
epeat:  VIMultiple values Text F Age
' T Text F First name
Notes: First name
Text F Last name
True/False F Do you have another dependent;
v ] Text F Age
Used by: | (5)4p5-Other defendants Pl )
Text F First name
(6)4p3-Defendants :Please
Text F Last name
Text F Age
| Tavt F First nama =
Lok Cancel )

Figure 40: Repeat Column and Repeat Checkbox in Variables Table and Variable Information window.

The chapter entitled “Creating Questions” provides a detailed explanation of how to
create repeat dialogs.

For a tutorial on the process of creating a repeat dialog, please see:

http://www.a2jauthot.org/drupal /?g=node/95

A downloadable training module is also available. Please see:

http://www.a2jauthor.org/drupal/?q=node/233

The comment column contains information that you may wish to note about the
variable. It is purely for reference purposes. It tells a future author what the variable is
supposed to do. It is especially helpful for variables that are used behind the scenes to
conduct calculations.

COMMENT:
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Variable Type Properties

Each of the following variable types is desctibed below: Text, True/False, Number,
Date, Multiple Choice, Unknown, and Other. In addition, the following A2] Author™
program variables will be described: User Avatar, User Gender, A2J Step (1, 2, etc.),
A2] Navigation TF, and A2J Interview Incomplete TF. The charts included at the end
of this section provide a quick reference to the properties of each variable type.

“Text”

A Text variable type is used to collect data that should be treated only as text. So a text
variable can be used to collect numbers that will not be used to perform calculations,
such as phone numbers, social security numbers, and zip codes. In fact, A2] Author®
will automatically set a variable used to collect a phone number, social security number,
or zip code, as a text variable, so long as the “Number Phone,” “Number Social
Security,” or “Number Zip Code” field type is selected to collect the data. The text
variable type in A2] Author” corresponds with the “text” variable type in HotDocs".

“True/False”

The True/False vatiable type is used to collect a value of true or false only and
corresponds with the True/False variable type in HotDocs®. However, True/False
variables can be implemented in a couple of different ways in A2] Author”, either
through a checkbox or a pair of buttons.

First, every Checkbox and Checkbox(none of the above) field automatically functions
as a True/False option. A2] Author® automatically assigns a True/False variable type
to any variable associated with a checkbox. A checkbox functions as follows: True is
the value populated in the associated variable when the box is checked, and False is the
value populated when the box is #zchecked.

Secondly, a True/False variable can be manually set in the context of two buttons. If
two Buttons are created, you have the option of manually assigning a variable and
variable value to each. So, for instance, if you were to provide a selection of two
buttons in order to advance to the next question — let’s say you provide the options
“yes” and “no” as options for answering a question — each Button could be assigned
the same variable, one with a default value of True and the other False. (See the
Buttons subheading in the Creating Questions chapter.)

“Number”

Number variables are used to collect numbers which need to be immediately evaluated,
or will otherwise be needed at some point in the interview as part of a larger
calculation. Thus number variables ate often used to collect data such as asset values,
income or benefits, pay rate, age, number of children, etc.

A2] Author® will automatically assign the “number” type to the following fields:
Number and Number Dollar. A2] Author” will also attribute a number variable type to
a Number(Pick from list) field. Even though the Number(Pick from list) appears as a
drop down list providing multiple options, typically the value collected will later be
needed in a calculation. Thus, A2] Author® associates this field type with the number
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variable type instead of the multiple choice variable type. The number variable type in
A2J Author” corresponds with the number variable type in HotDocs".

“Date”

Dates are collected in A2] Author” using the date field type which provides a pre-
formatted series of three drop down menus for collecting each component of a date:
month, day, and year. If the date field type is selected to collect a date, A2J Author”™ will
automatically assign the associated variable as a date variable type.

While a text variable type could be used in conjunction with a text field to collect a
date, the date field and variable type provide additional functionalities such as the
capability of conducting calculations using a date. (See the Date Field Type under the
“Creating Questions” chapter for additional information on the functionality of the
Date Field.)

“Multiple Choice”

Multiple-choice variables are used to collect a single value from a set of multiple
choices. Multiple-choice variables can be used in the context of a series of radio
buttons or a multiple-choice drop down text list.

The Multiple-choice variable type does not allow for collecting multiple values or
selections from a set of multiple choices for a single variable. To provide the end-user
with an option of selecting multiple items from a list, you must use True/False
variables in coordination with Checkbox fields.

“Other” and “Unknown” Variable Types

Any variable designed in association with a Button is automatically assigned the
variable type “Unknown.” The variable type “Unknown” is also assigned to the twelve
“step” variables (see subheading Program Variables for Steps, below).

The variable type “Other” is a reserved variable type not currently in use. Either
“Unknown” and “Other” can also be used as placeholders in the event you are unsure
what variable type you want to use — just be sure to modify it to the correct variable
type before you complete the interview.

Program Variables for Gender and Avatar

There are two program variables that change the presentation of the Avatar Guide and
User Avatat: User Gender and User Avatar. The vatiable “User Gender” determines
whether the Avatar Guide speaks to a male or female Avatar. The value for this
variable must be collected early in the interview, in a Gender field, in order for the
Avatars to show up in the interface. The variable “User Avatar” determines which
avatar group is chosen, changing the Avatar Guide and the Avatar from “blank” to
“tan” (see Appendix B for Avatar images).
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Program Variables for Steps

There are twelve “step” variables, one for each possible “step” in A2] Author”, as
follows: A2J Step 1, A2J Step 2....A2] Step 12. These variables allow a step’s sign to be
customized. For example, a sign defined as “Spouse’s Information” under the Step
Tab, can be reflected later on as “John’s Information” (Figure 41).

—

@ John's Information

Figure 41: Sign modified by Step Variable.

In order to accomplish this customization, you need to collect a value that you
eventually want to use in a sign’s text. So, “Spouse first name TE” might be used to
collect a spouse’s first name. Following the collection of a value for that variable, you
can then set the desired step variable equal to the value previously collected plus
whatever other text you would like included in the sign. Thus, A2] Step 1 could be set
equal to: %%Spouse first name TE%% + “ ’s Information”. Setting a step vatiable
takes place under the Advanced Tab (Figure 42).

Question Design Window X

Queastion Conditions: o

Fields

®0O

Event: After user presses button A

Condition:

true ‘

Actions:

Buttons

®0
If: Action: Variable:
True |~  sel variable lo value « |A2J Step 1 A

Y% [Spouse first name TE]%% + "s Information™

Notes:

Design
Notes:

Figure 42: Step Variable used to set Sign Text for Step 1.
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Program Variable for Navigation

Authors can remove the Back and Next navigation buttons by setting the A2]
Navigation TF program variable to false. The default setting for A2] Navigation TF is
true. Thus, unless an author chooses to set the program variable to the value “false”
under the Advanced Tab, the Back and Next buttons will appear in each question of an
A2] Guided Interview™. (See the Creating Questions chapter for more information
about setting conditions under the Advanced Tab.)

Program Variable to Track Exit Point

The A2J Interview Incomplete TF program variable applies when an A2] Guided
Interview™ has been enabled with the Exit feature which allows an end-user to exit to
the LHI server before they have completed all of the questions. Upon selecting the
Exit button provided by the author in the Exit Question, the A2] Interview
Incomplete TF variable is set to true. (See the Creating Questions chapter for a
complete description of the Exit to save incomplete data feature.)

Computation Variables in HotDocs®

Computation variables are not imported into A2] Author”, thus leaving you with two
options for handling computation variables. The first option is to collect the data
which feeds into a computation, thereby letting HotDocs” complete the computation.
The second option is to complete the computation in A2] Author®, in which case you
can get rid of the computation in HotDocs® and simply represent the computation
value in a HotDocs” text or number variable.

Variables Reference Chart

VARIABLE “TYPE” PROPERTIES

*  Corresponds with Text type in HotDocs”
Text *  Treats text and numbers as text

*  Automatically assigned to Text, Text(Long), Number
SSN, Number Phone, and Number Zip Code fields

*  Corresponds with True/False type in HotDocs”
*  Can be assigned to variables associated with Buttons

*If true/false value is manually set in the context of
Buttons, true and false will be treated as boolean
values and can be evaluated in a condition as either

True/False true of false, as the case may be.

*  Automatically assigned to Checkbox and Checkbox
(none of the above) fields
*  Boolean value #rue is attributed to checked box

* Boolean value fa/se is attributed to unchecked box
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VARIABLE “TYPE”

PROPERTIES

Number

Cortresponds with Number type in HotDocs”

Allows the wvalue collected in the wvariable to be
evaluated

Automatically assigned to Number, Number Dollar,
and Number (Pick from list) fields

Date

Corresponds with Date type in HotDocs®
Automatically assigned to Date fields

Accounts for leap year

Multiple Choice

Corresponds with Multiple Choice in HotDocs®
where only one value can be selected

b

Does not allow a variable to collect multiple values

Automatically assigned to Text (Pick from list) and
Radio Button fields

Other

Assigned to imported variables with types not
understood by A2] Author”

Unknown

Automatically assigned to variables created in Buttons
and conditions under the Advanced Tab

Functions as a placeholder until correct type is known
and assigned

Program Variables Reference Chart

PROGRAM
VARIABLES PROPERTIES

Text type variable

Value is collected from the Interview Tab at the time
User Avatar

the interview is developed

Value collected is used to set the color of the Avatar
Guide and the end-uset’s Avatar
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PROGRAM
VARIABLES PROPERTIES
* Text type variable
User Gender * Value collected is used to set the gender of the end-
user’s avatar
*  Should not be deleted from the interview
* Sets customized text for a step’s sign
A2J Step 1-12 *  Format = A2J Step 1, A2] Step 2, etc.
*  Setin the advanced tab
* Sets display of Back, Next & My Progress features in
o Navigation Bar
A2] Navigation TF .
* True = display on
* False = display off
*  Tracks whether the end-user has exited the interview
A2] Interview using the Exit to save incomplete data option
Incomplete TF * True = exit occurred before the interview’s end

*  False = exit occurred at the interview’s end

Variable Macros

Any variable can be used as a macro in order to call the value of the variable to include
the value in the context of question text, to set the value of another variable, or to
include the value of a vatiable in a field label.

The macro format is: %%[Variable name here]%%

Question Text Macro

In Figure 43, the author is calling up the value of a variable that was used in an earlier
question to collect the user’s first name. The variable used was “Client first name TE.”
Thus, the macro format used in the question is: %%[Client first name TE]%0%.

Question . _
Text: . . L
and/or COsts=a rrst-afferdt@pay them, this |ntewlew will John. |f}you owe court
help you complete a Fee Waiver Application form. The form fees sts and cannot
will be ready for you 1o print out after you have answered all it b pay e, dHis
the questions interview will help you

A complete a Fee Waiver

Figure 43: Variable macro in the context of question text.
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Macro to Set a Variable’s Value

In Figure 44, the author is calling up the value of three separate variables that were
used in the current question to collect the end-user’s first, middle, and last name. The
variables used were “Client first name TE,” “Client middle name TE,” and “Client last
name TE.” The author then writes an expression in a condition under the Advanced
Tab to determine whether the end-user has entered a middle name. Then, the author
sets the variable “Client name TE” to equal either the values of the first, middle, and
last name together, or the values of just the first and last name, including spaces where
appropriate. The macro format for the latter would be: %%[Client first name TE]%%
+ 4+ 9%%|Client last name TE]%%o

If: Action: Variable:

True set variable to value ~ | Client name TE v

Value: |%%[Client first name TE]%% + " " + %%|[Client last hame
TE]%%

Figure 44: Using a macro to help set the value of a different variable.

Macro to Set a Label

Assume you use two different variables to collect the names of two healthcare agents:
“Agent 1 TE” and “Agent 2 TE.” You would then call up the value of each variable
separately in the context of a radio button label for the purpose of determining the
primary healthcare agent. The macro format is: %%[Agent 1 TE]%% and %%[Agent
2 TE]%%(Figure 45).

Type: Radio Button v

Label: |%o%[Agent 1 TE]%%

Variable: | Agentindex -

Default value: -égenﬂ

Figure 45: Variable macro for a Radio Button label.
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Which of the following persons
would you like to have serve
as your primary agent?

© Mary Smith

(0 John Doe

Figure 46: Variable Macro in a label.

Ultimately, you want the choice of primary agent (Figure 46) to be reflected in the
variable “Agent primary TE.” In order for the selection’s value to populate this
variable, you must index the selections. Using the variable “Agentindex,” assign the
default value “agent]l” and “agent2” to the radio button options (Figure 45). Then,
under the advanced tab, the variable “Agent primary TE” can be populated according
to the value of the indexing variable (Figure 47).

Event: After user presses button v

Condition: |Agentindex=agent1

Actions:
#1IF TRUE THEN SET Agent primary TE=%%[Agent 1 TE|%%
#2 IF FALSE THEN SET Agent primary TE=%%[Agent 2 TE]%%
If: Action: Variable:
True ~ setvariableto value ~ |Agent primary TE v

Value: |%%[Agent 1 TE]%%

Figure 47: Index variable used to set variable.
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[This page intentionally left blank]
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Steps Tab

Lead the self-represented litigant down the pathway to justice with
progressive “Steps.”

he central theme of the A2J Author® software is, of course, “Access to

Justice” for self-represented litigants. This theme is represented by a pathway

marked by “Signs” (Figure 48) which indicate progressive steps towards
assembling a document to be filed with a court clerk. In the case of web intake the
signs may represent progressive steps toward filing an intake application online. In
either event, the Signs help give structure to the A2] Guided Interview™ and provide a
sense of progress to the self-represented litigant.

BACK HEXT WY PROGRESS 3 \welcame ta A2J Authar! » ) SOUND IS ON SEND FEEDBACK ExIT

@ AT CHICAGD-KENT COLLEGE OF LAW

) Stop =
"4 % DOYOU QUALIFY?

| Welcome to A2J Author! ' )

® ACCESS TO JUSTICE

Figure 48: The Pathway in A2] Author® - representing “access to justice.”
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Creating these “Steps” in A2] Author” is quite simple. Associating the interview’s
questions to correspond with each of the steps is also quite simple. Instructions for
both are discussed below.

Creating Steps

You can create Steps under the Steps Tab by selecting the “Steps™ navigation button
(Figure 49). The Steps Tab includes a mechanism to select the number of steps, an
editing function that allows you to name the steps, and a preview of the pathway at
each step. Fach of these components is described below.

The Steps Tab allows you to break up your interview into separate steps. An interview
can have between 0 and 12 different steps. By selecting the up or down arrows next to
the label entitled “Question steps”, you can remove any of the default Steps or add up
to a total of 12 steps. Each Step may contain an unlimited number of Questions. After
Questions under a particular Step are answered, the end-user moves one Step closer to
the court house.

Question steps:| 5 "Question steps" - select the up or
Interview : down arrows to add or take away

Variables Health Care Power of
: Attorney Interview

B @ AGENT
Questions INFORMATION

Report @ LIMITATIONS

Preview )

PHYSICIAN

Upload INFORMATION

| N i o oR Each step is represented as a
To modify the ‘/&EALTH CARE new road sign along the path to

language in a 7 justice.
step 'Click on _L..®CONCLUS|0N
Steps should be used to break
| :

the text.

up questions into logical
groups.

Figure 49: The Steps Tab allows you to divide up your interview questions into logical groupings that
“make sense” to the end-user.

Each Step is visually represented under the Steps Tab as a colored sign. As you add
Steps using the up and down arrows, you will notice additional colored signs being
added to the Steps tab. Once the number of desired Steps is selected, the text or title of
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each Step can be modified by selecting each numbered Sign and modifying the text.
Simply click on the desired Sign, place the cursor at the beginning, and begin typing.
Lowercase or capital letters can be used. A maximum of two lines of text, including no
more than 50 characters, can be used in a Sign. But, due to variations in character
width, as little as 12 characters per line may be permitted.

The Signs that represent each Step of your A2] Guided Interview™ can also be
contextually previewed within the Steps tab. For instance, by selecting the Sign for Step
“0” you can preview the entire pathway, complete with all Signs, as it will look to the
end-user upon launching the interview (example in Figure 50). As you select other
Signs, you can preview the pathway as it will look in the context of any Step within the
interview (example in Figure 51).

ACCESS TO JUSTICE [ The Preview when the "0"
@ Sign is selected.

@ DO YOU QUALIFY?

@ YOUR INFORMATION

@ CONGRATULATIONS
!

Figure 50: Preview of pathway under Step “0””.

‘ ® ACCESS TO JUSTICE

@ DO YOU QUALIFY? -~

@ YOUR INFORMATION ﬁ’ l 3 CoRGRTLATION)

3)
The Preview when /
Step "3" is selected.

Figure 51: Preview of pathway under Step “3.”

@ CONGRATULATIONS
!

Notice also that the color of the platform, upon which the end-user’s Avatar and
Avatar Guide appear, and the corresponding Sign, are the same color as the sign where
you edit the text in the Steps Tab.
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Default Steps

A2] Author” provides the following 4 default Steps in a new interview: (0) Access to
Justice, (1) Do You Qualify?, (2) Do You Agree?, and (3) Your Information (Figure
52). The Sign for Step “0” contains the default language “Access to Justice”. Most
authors use this initial step to welcome the end-user to the interview and collect his or
her name and gender.

The default Sign for Step (1) is entitled “Do You Qualify?” Asking the end-user
“qualifying” questions is usually the best choice for an initial step following the
collection of name and gender. For example, if there are answers to questions that
would potentially preclude an end-user from using the form for which the interview is
designed, then those questions are best asked up front.

The default Signs for Steps (2) and (3) are entitled “Do You Agree?” and “Your
Information,” respectively. These are merely suggested titles and can be changed to
correspond with how you have decided to organize the Questions in your A2] Guided
Interview™.

Question steps:| 3

® ACCESS TO JUSTICE

@ DO YOU QUALIFY?

@ DO YOU AGREE?

@ YOUR INFORMATION

Figure 52: Default Steps provided in a “new’” interview.

It is important to collect name and gender up front in the interview, either under Step
) or Step (1). Regardless of whether gender is required for your interview or
document assembly purposes, it is nevertheless required to set the gender of the end-
user’s Avatar. Collecting the end-user’s name up front allows you to later personalize
the interview by recalling their name in the text of a question using a macro. For an
online tutorial on setting the Avatar’s Gender see:

http://www.a2jauthot.org/drupal/?g=node/177.

For an online tutorial on personalizing Questions see:

http://www.a2jauthor.org/drupal/?q=node/204.

53


http://www.a2jauthor.org/drupal/?q=node/177�
http://www.a2jauthor.org/drupal/?q=node/204�

CREATING QUESTIONS

Creating Questions

Please enter your nasnze and addess in the fields belon:”

uestions are the heart of an A2] Guided Interview™. It is in each Question

that you ask for information from the end-user and provide them with

directions, definitions, and links to external resources. A Question is
represented to you in four ways. First, you can view the Question’s name or title in the
Question List. Second, a thumbnail view of each Question is pictured in the Question
Flowchart. The Question List and Flowchart are located under the Question Tab and
are viewed by selecting the “Question” navigation button from the main menu.

The third way you can view a Question is by selecting, or double-clicking, a Question
from the Question List or Flowchart. Doing so reveals the Question Design Window
for the selected Question. It is in the Question Design window that detailed
construction of the Question, including its text, fields, buttons, advanced conditions,
and various help features, takes place.

Finally, you can view a Question in Preview Mode. The Preview Mode allows you to
view the Question as the end-user would see it. It also allows you to conduct
troubleshooting.

This chapter is intended to provide you with a guide to the Question Tab, including the
Question List, Question Flowchart, and Question Design Window feature, where you
will spend the majority of your time authoring an A2] Guided Interview™. For more
on viewing Questions under the Preview Mode, see the chapter entitled “Preview
Mode.”

Question Tab

The bulk of interview authoring occurs under the Question Tab (Figure 53). The
Question List, Question Flowchart, and Question Design Window are all reached by
opening up the Question Tab using the Question navigation button in the main menu.

54



TEMPLATE

INTERVIEW:

CREATING QUESTIONS

@& 22) Authar

My Interview [not saved]

SEND FEEDBACK

=
L I Ouestion Tab B

— Q

Filter: p| Steps -
b (0)1-Introduction ‘This is the introdur
(0y2-Mame :Enter your name.
(0)3-Gender :Choose your gender. [ e R A
(131-Question 1 Text of my first gues ﬁﬂ
{ Question Flowchart
QOuestion List P —1
Upload ?ﬂ

| L p— ]
e L

Cormrus

®D ®O @

Starting Paint: (0)1-Intraduction ‘This is the intrad | =7
Exit: «none= [E:‘J

Figure 53: The Question Tab.

The Question List

Every time you begin a new interview, the Question List is populated automatically
with a Template Interview consisting of four Questions. A description of the Template
Interview is described below. The Question List is where you will Add, Delete, Insert,
and Clone Questions. It is also where you can select Questions for copying and pasting
into another A2J] Guided Interview ™.

When you create a new interview, A2] Author® automatically provides a simple
template interview to get you started. The template interview consists of four
Questions. The first Question, entitled “(0)1-Introduction,” is a simple place holder for
your introductory text. The next two Questions, entitled “(0)2-Name” and “(0)3-
Gender”, respectively, ask the end-user for his/her name and gender. The last
question, entitled “(1)1-Question 17 is a place holder for your next question. The
Question titles provided in the template interview are pictured below in Figure 54.
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Filter:| 4| Steps -

(0 1-Introduction ;This is the introdur
(012-Mame Enter your name.

(0 3-Gender :Choose your gender.
(111-Cuestion 1 Text of my first ques

Clone Add Copy
[ Insert Delete [ Paste
+ e

Figure 54: Template Interview Questions as pictured in
the Question List under the Question Tab. Also pictured
are the buttons for cloning, inserting, adding, deleting,
copying, and pasting questions into this list.

The Add function in the Question List allows you to add a Question to the interview.
To add a Question, simply highlight an existing Question in the Question List and
select the Add button.

Note that an added Question will not be connected to any other existing Question.
However, added Questions are assigned to a Step. An added Question’s assighment to
a Step will depend on where the Question has been added in the Question List. Once
added, Questions are ordered in the Question List first by Step, then by name.

In Figure 55, the added Question is entitled “(0)4-Gender.” This is because the
Question entitled “(0)3-Gender” was the Question originally highlichted when the Add
button was selected. Whereas in Figure 56, “(1)1-Question 17 was highlighted at the
time the Add button was selected. Thus the Added Question has been assigned to Step
(1) and is titled “(1)2-Question 1. Notice also that A2] Author” automatically
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numbers the name of the Question. You will learn later in this chapter how to modify
the names of questions (see the subheading Question Design Window, below).

{0)1-Introduction :This is the introduct
Figure 55(Left): “Add”-ed Questions ate assigned to

(0)2-Name :Enter your name. - °
the same Step as the previous Question.

(0)3-Gender :Choose your gencdler.

(0)4-Gender :This is question 5
(1)1_Questi0n 1 :Text of my first ques’ (0)1'|ntr0ductiﬂn :This is the introduct
(0)2-Name :Enter your hame.

(0)

{1)1-Question 1 :Text of my first ques
1)

(

3-Gender :Choose your gender.

2-Question 1 :This is question 6

Figure 56(Right): The Add function gives an ordered
name to the added Question according to what
Question was highlighted at the time the Add button
was selected.

The Insert function in the Question List allows you to insert a Question into the flow
of the interview. So, while the Insert Question “adds” a Question, it also conmects the
QUESTION: Question to the surrounding two Questions (Figure 57). To Insert a Question, simply
highlight an existing Question in the Question List where you want a Question inserted
and select the Insert button.

INSERT A

The Question which was highlighted at the time the Insert function was selected is
now connected to the Inserted Question. The Inserted Question is now connected to
the Question previously listed subsequent to the highlighted Question. What this
means in a practical sense is that by inserting a Question into a list you will effectively
wipe-out any connection the highlighted Question had to any subsequent Questions.
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The naming of the inserted Question and its assighment to a Step will occur as
described above for added Questions (see Figure 55 and Figure 56 above.)

7

Filter: All Steps v

(0)1-Introcuction :This is the introduct

Variables
(0)2-Name :Enter your name.

(0)3-Gender :Choose your gender.
| (0)4-Gender :This is question 5
{(1)1-Question 1 . Text of my first ques’

Report (1)2-Question 1 :This is ¢question 6

T

Upload (After highlighting Question

' (0)3-Gender, the /nsert button
was selected. Notice how the
inserted Question, (0)4-Gender,
is now connected to the

: surrounding Questions.

(After highlighting Question
(1)1-Question 1, the Add button
was selected. Notice how the
added Question, (1)2-Question
has been added but is
cisconnected from the other

Questions.
N [T o U

Figure 57: Add a disconnected Question or Insert a connected Question.

The Clone function in the Question List allows you to copy any Question in the
interview. To Clone a Question, simply highlight an existing Question in the Question
QUESTION: List and select the Clone button (Figure 58).

(@)D ®0 B

Figure 58: Clone function. Also pictured, Insert, Add, Delete, Copy, and, Paste.

CLONE A

A doned Question will only be connected to the subsequent Question in the Question
List (Figure 59). A cloned Question is also assigned to a Step according to where the
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Question has been added in the Question List. However, cloned Questions ate also
given the exact name of the Question that was cloned, plus the suffix “(Copy 1).”

In Figure 59, the cloned Question is entitled “(0)2-Name(Copy 1),” because Question
“(0)2-Name” was the Question highlighted when the Clone button was selected.
Notice also that the cloned Question is only connected to the subsequent Question.

-

Filter:| All Steps -

(0)1-Introduction :This is the introduct

(0)2-Name :Enter your name.

(0)2-Name(Copy 1) :Enter your name o e
This Is the introduction L

(0)3-Gender :Choose your gender.

Upload

(1)1-Question 1 :Text of my first ques
Enter your name
L A Enter your name

Choose your gender.
Gender G Male:
Famale

v
Tesxt of my first question goes
here.

Figure 59: Cloned Question (highlighted).

The Delete function in the Question List allows you to delete any Question in the
interview. To Delete a Question, simply highlight an existing Question in the Question
List and select the “-” (minus) button (Figure 58). You will also be required to confirm
the deletion by selecting “Yes” from the popup window (Figure 60).

Delete question (111-CQuestion 1 : Text af mey firsk queskion goes here, ¥

Yes ‘ Mo |

Figure 60: Safety pop-up for deleting Questions.

Note that when a Question is deeted, the surrounding Questions will now be connected
to each other (Figure 61 and Figure 62) saving you the extra step of manually
connecting the remaining questions together. Where Question “(0)2-Name” was
deleted, Question “(0)1-Introduction” is now connected to Question “(0)3-Gender.”
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>
Filter: All Steps -
(0)1-Introduction :This is the introduct @
(0)2-Name :Enter your name.
(0)3-Gender :Choose your gender. WIS R =
(1)1-Question 1 :Text of my first ques’ | Filter: Al Steps T
‘_." S (0)1-Introduction :This is the introduct @
' (0)3-Gender :Choose your gender.
‘;':'l:|‘ (1)1-Question 1 :Text of my first ques’ LT
5 |
F
s
t of my first question ge ‘
Figure 61 (above): Question (0)2-Name
is selected for deletion.
Figure 62 (right): Question (0)1-
Introduction is now connected to
Question (0)3-Gender.
You should not delete the Questions collecting name or gender. If you do, be sure to
replace it with an equivalent. Gender must be collected to set the gender of the end-
user’s Avatar, and collecting the end-user’s name up front allows you to later
personalize the interview. For an online tutorial on setting the Avatar’s Gender see:
http:/ /www.a2jauthot.org/drupal/?q=node/177
For an online tutorial on personalizing Questions see:
http://www.a2jauthor.org/drupal/?q=node/204
The Copy and Paste functions in the Question List allow you to copy any Question or
copy & set of Questions in one A2] Guided Interview™" and paste them into another. Prior to
PASTE A copying and pasting, you should open the A2] Author®™ application twice (Figure 63).
QUESTION: Open the file from which you would like to copy Questions in one application. In the

other application open the file to which you would like to paste the copied Questions.

Highlight a Question or set of Question in the Question List and select the Copy
button to Copy. Select multiple Questions by pressing the CTRL key while selecting
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each Question. Highlight a Question in the Question List in the second open
application and select the Paste button to paste.

PO PO &

8 P 1 ehaon Thir b tha e
{ v

Figure 63: Two applications of A2] Author® open side by side to facilitate Copy and Paste.

Once you select Paste, you will be asked to
confirm your selection (Figure 64). Select
Yes to continue the Paste operation. Select
No if you need to change your selection.

A2 Author £
Paste in T questions with 3 popups?

Questions retain the same titles once pasted
(Figure 65). Questions can be reordered in
the Question List by changing their names in
the Question Design Window.

Wes Mo

Figure 64: Paste confirmation dialog box

(- Options= -Before you start the pe (D753- Gender :Choase yaur gender.

(I°Ea- Other Options :If you get a bil (1)1-Best to Use this letter when... :
(I°Eb-Pay Under Protest description (1)1-Duestion 1 :Text of my first qu

{0 Benefits :Paying under protest b i [112-Hote re bill :Please note:You m:

(0a-Documents needed to complet - [1353-Full amount due? :¥ou may be
[0ab-Oocuments missing (Wou answ (13a-Best to pay full amount :If yor
[11-Best to Use this letter when. .. o Upload W3- Erewinys Wi (=i S e

[1'ha- Edit from letter :You stated wo

[172-Mote re bill :Please note:ou mz i
E (1%6- Continue with letter :The Pay L

[RLER

[133-Full amount due? :You may be
[1%33-Best ta pay full amourt :If yao
(18- Continue with letter Aiould wou
[1’Aa-Bxit from letter :You stated yo
[136- Continue with letter :The Pay Ur
[21-lien :Has a lien been recorded :
2 a-lien? :[aforie to complete lang
[21b-Lien Esists :If the HOAOrits 3
(22 Complete list? :Select the chaic
[22a-Mo list :¥ou hawe stated that o «

@0 OO0 wa S

Figure 65: Questions copied from interview on the left into interview on the right retain same numbering
scheme and names in the Question List.
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Flow Chart
To the right of the question list, is a graphical map or flowchart depicting each of the
interview Questions (Figure 66). Fach box represents a single question. The colored
shadow behind the box corresponds with the color assigned to a particular Step to
which the question is assigned.

The flow of the interview is also pictured in the
Flowchart. The flow of the Questions is depicted
by a line leading from one Question to another
Question. There are also several visual clues that
aid in interpreting what is happening before or (i v i ook |
after a Question.

Following is a list of definitions for each of the
visual clues that may appear in the Question
CLUES: Flowchart:

VISUAL

BLUE “START” cIRCLE. This symbol indicates
the first question in an interview. It
can be changed by using the Starting ik I
Point field at the bottom of the vl |

screen (Figure 67). Castl ]

RED “EXIT” CIRCLE. This symbol indicates the | comtiniie |
unsuccessful ending of an interview. '
It is shown when the [Exit-User
does not qualify] option is set under
a button in a Question. When an ‘ SR JIOT. KPS |
interview is exited the browser closes and the end-

user is redirected to a URL that is configurable. m

GRAY “EXIT” CIRCLE. This symbol indicates
the location of the Exit question. It is
set in the Exit Question field at the
bottom of the screen (Figure 67).
When an end-user selects the Exit
button in the main navigation bar

they will be redirected to the Exit question.

"

GREEN/YELLOW “EXIT” CIRCLE. 'This
symbol indicates the end of a partially
completed interview (Figure 67). It is
shown when the [Exit-Save

N

Figure 66(above): Default Questions,
Incomplete Form] option is set under a Button in a  as they are depicted in the Question

Question. When this circle is reached the end-uset’s Flowchart.
incomplete data file will be transmitted to the LawHelp Interactive server.
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2 82) Authar = E=hr=

My Interview [not saved]

-
ozen sdeas

Filter: )| Steps
Interview

(001 -Introduction :This iz the introd
(02-Name :Enter your name.

Steps E-Gender :Choose wour gender, B
(11 -Question 1 :Text of my first qu
(-Exit? :If you choose to exit no

Variables

ol oy et quamedon e I

)= E [

@M CIO] 3 [

Starting Point:|(01- Intraductian :This is the intral [/
Exit: (411 Exit? :If you choose to exitn| [

Figure 67: Starting Point selector and Exit Question selector.

GRAY/WHITE “RESUME” CIRCLE. This symbol indicates that the end-user can
return to the Question they were in just previous to selecting the Exit
e\ button in the main navigation bar (Figure 67). It is shown in the
Flowchart when the [Exit-Resume Interview] option is set under a button
in a Question. Thus, it allows the end-user to resume the interview if they

decide against exiting before the interview is completed.

WHITE “BACK” CIRCLE. This symbol indicates that the end-user can return to the
Question they were in just previous to the present Question. It is shown
when the [Back to prior question| option is set under a button in a
Question. This button feature provides authors an alternative to the Back

button which normally appears in the main navigation menu for an online
interview.

YELLOW “?2?” CIRCLE. This symbol indicates that a button click has no destination
assigned to it. It is shown when the [no where| option is set under a

button in a Question. A finished interview should not have any yellow
“pP?” circles.
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GREEN “DONE!” cIRcCLE. This symbol indicates the end of a successful interview.
It is shown when the [Success-Process Form| option is set under a
button in a Question. When this circle is reached the end-user’s input will
be transmitted to the LawHelp Interactive server. Note: Modifications
can be made to a program file that will allow the end-user’s input to be
directed elsewhere, such as a case management or e-filing system.

PURPLE “?” DIAMOND. This symbol indicates that there is advanced logic occurring
inside that question. The advanced logic can be either conditional
branching or .
setting a variable ( — ) ~Y
to a Value based = = . Step: 0. ACCESS TO JUSTICE =
upon a condition. - Hame: 2 eme

BraP Ao )
Q”e.f.";l’f Enter your child's name.

BLACK CIRCLE ARROW. e

This symbol

indicates that the
designated

. . —— Learn More: ‘
Question is part Buttons Quesion B 1w P Amn 0 &
of a Repeat e

Dialog.  Furthermore, it
indicates that the variables
contained in that Question will I
be indexed according to the T
value of the Coundng Counting Variable: | ChildCount |+
Variable. This symbol will only Design
appear if the author indicates

the Counting Variable in the L I )
Counting Variable field in each  pigyre 68; Counting Variable field.

Question that is part of the

Repeat Dialog.

Text v

Advanced

PURPLE LINE(FROM A BUTTON TO A QUESTION.) The line represents that a

counting variable has been set under the button above the line. It also

@ indicates that the next Question — the Question to which it is pointing

! -- is the logical starting point to begin collecting variables in a Repeat
e Dialog.

PURPLE LINE (FROM A PURPLE “?” DIAMOND TO A QUESTION.) This line
~. represents that logic contained in an advanced condition may
em. .9 i i i
> & ~ cause the end-user to be directed to an alternative Question. Thus
e ’ . . .. .
i the purple line is a conditioned flow, whereas a black line
connecting Questions is a set flow.

64



ZOOM AND

FILTER:

ORGANIZING

THE

FLOWCHART:

CREATING QUESTIONS

You can also zoom in on the flowchart to aid or focus your view on a specific
Question or set of Questions using either the Zoom Tools (Figure 69) or the Filter
(Figure 70). The Zoom Tools are located in the bottom right hand corner of the screen
under the Question Tab. The Filter is located directly above the Question List.

The Zoom Tools include the following zoom settings: 10% view, 25% view, 66%
view, 100% view, and “fit.” Selecting “fit” will fit the entire contents of the interview
within the Question Flowchart frame. Selecting 10% will increase the size of the
interview by 10%, and so on, until 100% which usually results in only one Question
fitting within the Question Flowchart frame.

Figure 69: Zoom Feature

The Filter allows you to zoom in on a particular Step. Selecting the down arrow reveals
a drop down menu from which you can select to view “All Steps” or any one particular
Step. The Filter will reduce the view of both the Question List and the Question
Flowchart according to the selection. The Flowchart will highlight all of the Questions
under the selected Step using the color that corresponds to the associated Step, as
shown under the Steps Tab. The Filter works especially well when the author arranges
the Questions in the Flowchart into columns according to Step.

({(SEND FEEDRACK )

save a5

Filter: 10. Interdew Is complete, get | -

[ Interview 1
~ | All Steps

(1oc

o 0. Welcome. Petition for a Protect
- (10)¢ 1. 15 this Interview right for you?

2. ¥our infarmation....

3. Applicable child/ren's Informath

Report '] | 4. The respondent's information..

5. Information about your relation

Cﬂ) 6. Residence Information

uplnad 7. Infarmation about the vialence.

&. Type of protection requested...
4. Child Custody, Treatment, & O

10. Interview is complete, get you

Figure 70: View of Flowchart filtered to show only those Questions contained in Step 10.

The Flowchart is a visual aid and many authors have found that organizing Questions
into ordered columns according to Step help keeps a sense of order to the interview.
Several Questions can be moved at once by using the CTRL function on your
keyboard along with mouse clicks. It should be noted, however, that while you can
move Questions within the flowchart, moving them has no effect on the order in
which end-users will visit the Questions.
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Question Design Window

The Questions Design Window is the hub of all design activity for a particular
Question. Each of the following tabs handles a particular component of the design:
Question, Field, Buttons, and Advanced. The functionalities of each tab are discussed
in detail below under separate subheadings.

Question Tab

By double-clicking on a Question in the Question List or Flowchart you reach the
Question Design Window. The first tab to appear in that window is the Question Tab.
Under the Question Tab you can assign the Question to a Step; modify its name, text,
properties (bold/italics), “Just-in-Time Learning” features (links/popups/learn more),
and design notes; add audio files; associate a Counting Variable; and select Preview.

By selecting the down arrow to the right of the “Step” label, you will reveal a drop-
down menu from which any of the previously designed Steps can be selected (Figure
71). By assigning a question to a Step, you modify where in the Question List the
question will appear and what colored background the question will have in the
Question Flowchart.

M0 ACCESS TO JUSTICE

" 1. DO YOU QUALIFY? .
2. DO ¥OU AGREE? Y,

Text: | 3 YOUR INFORMATION

Notice a Step
must be
selected from
the drop down
menu every time
you design a

L Question.

Buttons
Learn More:

Brap Audio: [ | 7

Cluestion
Help:

Advanced

Counting “ariable: >

Design |
Maotes:

Figure 71: Step Menu under the Question Tab.

You will notice in Figure 72, that the Questions have also been sorted according to a
numbering scheme (e.g., Question 2-2 under Step (2) follows Question 2-1 under Step
(2).) You can design numbering schemes in the Name field.
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Interview

Variables

Report

Upload

el

Filter: Al Steps =

(431h - Email address ;Do you have | *
(4310 - Language Which language d
(43111 Other Language :Flease sele
(431j- Ethnicity ¥What is your ethnic
(431j1 - Ethnicity Other :Other ethnic
(431k- Type of Residence ‘How wol
,.m.u- Marital status % %[User Firsi
(5314 Children in house How many
(531l Adult Househald memhbers H
(531 @ Child Househald members W
(501 ggelult Household members W
(a1 DOB What are %'
(531 Adult SEN T DOENN
(6113 Ask OPs We will now a Q
(631l Opposing Party name What is
(6)1 o g
LLELLYT Another Opposing party Are
Db Subrmit Anplication for Feview

)

Notice how the Questions are
grouped in the Question List
according to the Step number to
which they were assigned (e.g.,
Questions assigned to Step (5) are
followed by Questions assigned to
Sten (6).

B =2

Figure 72: Questions Tab: Questions List.

Beneath the Step selection is the Name field (Figure 73). The first purpose of the
Name field is to order the question in the Question List. So, most authors use a
naming prefix such as 1-, 1a-, 1al-, 1a2-, 1b-, 1bl-, 1b1A-, and so on; or something
similar. Using a convention for a prefix ensures that your Questions are sorted in an

orderly manner in the Question List.

Step:

Name:

0. ACCESS TO JUSTICE

0\

2-Name

Figure 73: Name field in the Question Design Window’s Question Tab.

The second purpose of the Name field is to provide a brief label to the question, one
that will assist you in later locating the question in the Question List, such as -Name, -
Employer name, -Income, etc.. See Figure 74, below, for a good example of a list of

question names which have used a naming scheme to order the questions.

(2)01-Petitioner Name & Gender Ple:
(2)02-Petitioner Address :Please give
(2)03-Petitioner Phone Numbers :Ple:
(2)04-Other contact & phone Please
(2)05-Employment info Please give y
(2)06-Misc. Petitioner Info. :Please co
(2)06a-Language other :You selected
(2)06b-Race other :You selected "Ott

Figure 74: Question List with ordered naming scheme.
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The presentation of Questions Is not tied to how Questions are numbered. While associating a unStiOﬁ with
a particular Step sorts the questions in the Question List, the association is not a
guarantee of the order in which each Question will appear to the end-user. The
destination of each Question is individually assigned using programming associated
with Buttons and Advanced Conditions. For more information on setting the
destination of a Question using a Button click, or branching Question sets according to
Advanced Conditions, see the subheadings in this chapter entitled, Buttons and
Advanced Conditions.

The Question Text box allows you set the question’s text. Simply click in the white
field to begin typing the text of your question. Text in the question can be bolded or
italicized by highlighting the desired text and then pressing the (B) or (I) button above
the text entry box (Figure 75).

(BY)a P Audio: | ) (7
Cluestion
Ten:here.

Figure 75: Highlight the desired text; then select either B to Bold or I to italicize the selected text.

There are three features that allow you to deliver help to the end-user during an
interview. They are: “Learn More” Prompts, Hyperlinks, and Pop-Up text.

“LEARN MORE” FEATURE

The Learn More feature works well for answering questions or addressing issues that
are better left out of the instruction or text included in the actual question. It allows you
to anticipate the difficulties an end-user may experience in completing the question and
provide them additional relevant information. The Learn More feature inserts a
prompt to appear as a thought bubble to the right of the User’s Avatar. When the end-
user presses the Learn More button associated with the bubble, the Avatar Guide
displays a response using one of the three following Question Help methods chosen by
the author of the interview: Text, “Show Me Video,” or “Show Me Graphic.”

Question Help Text: For an example of how you might use a Learn More prompt
with Question Help text, see Figure 76 and Figure 77 below.
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\:l App\uhlemllﬂme

In what county will you file this e |Where can | file the petition? |
protection order petition? /
County Choose from this list:

(Continue)

Figure 76: Learn More prompt pictured as a thought bubble.

| You can file in the county where you reside, the county
where the respondent resides, or where you are
temporarily staying.

In what county will you file this
protection order petition?
County Choose from this list:

@ Your information...
I \

Figure 77: Question Help text pictured as a speech bubble from the Avatar.

The Learn More prompt is typed under the field labeled “Learn More” which appears
below the Question Text field; and the response of the Avatar Guide is typed into the
field labeled “Question Help” (Figure 78). Text can be bolded or italicized.

Learn More: | Learn More prompt typed here.
Audio: | (») 7
Questlon

Help: ‘m Help typed here.

Figure 78: Learn More prompt and Question Help text fields.

Question Help Show Me Graphic: To include a Show Me Graphic in the Question
Help, select “Show Me Graphic” from the Question Help drop-down menu as shown
in Figure 79.
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Learn More: | \Where do | sign the form?
Question B I % P Audio: | |(») 7

e Place your signature on the last line provided on page 5 of
the document as shown above.

Show Me Graphi «  Graphic: |L‘.:‘.LIsers‘.F‘ublic".E-ignHere.JP“G |ifj

Figure 79: Show Me Graphic selected in Question Help drop-down menu and graphic file (jpg) attached.

Once “Show Me Graphic” is selected from the drop-down menu for Question Help,
use the yellow folder icon to browse for the graphic file that you would like to include
in the Question Help. Please note that you must use one of the following graphic file
types in order for the Show Me Graphic feature to work: .jpg, .png, or .gif. In
addition to the image, you may also include caption text as noted in Figure 79.

Figure 80 and Figure 81 demonstrate how you might use the Show Me Graphic
feature. From the end-users perspective, the Show Me Graphic image will be scaled to
fit the Show Me Graphic window.

~ %
Where do | sign the form?

b

Learn More Tl

. Signing the [

Figure 80: One way to use a ShowMe Graphic is to
illustrate where a form should be signed.
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DATED this __ day of 0

Your Name Here

Full screen |J

Place your signature on the last line of page 5 of
the document as shown above. (Note: When you
complete the interview, your name and the
correct date will be printed on the document.)

[ o] .

Figure 81: Show Me Graphic window in “Normal Size” mode with caption text.

End-users are given the option of enlarging the graphic by selecting the full screen
button as shown in Figure 81. (To reduce the image, they can select the option
“Normal Size” as shown in Figure 82.) “Full Screen” mode includes a scroll bar in the
event the overall size of a graphic is larger than the given space.

DATED this __ davof o S

Your Name Here

Narmal Seze [T

Figure 82: Show Me Graphic in Full Screen mode. "Normal Size" returns end-
user to previous view.
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Show Me Graphic Attributes Description

Allowable File Types jpg -png .gif

Maximum File Size (A2]J Author) 100 MB

Rendering In Show Me Graphic Window Normal Size = scaled to fit

Full Screen = not scaled (scroll

bar provided)

While A2] Author® only places a file size limitation of 100 MB, the current upload
limitation imposed by the LHI server is 16MG. Thus, you may wish to reduce the file
size of your graphics where possible. To reduce the size of a graphic for use in Show
Me Graphics, you may first want to crop the image in order to remove any unnecessary
portions of the image. In addition, a number of free online resizing programs atre
available for reducing the size of images. Note: Reducing an image’s file size also
reduces quality. Thus, it simply may not be possible to reduce the size of some images.
You should test any reduced image in A2J Author®’s Preview Mode before you decide
to use it in the interview.

Question Help Show Me Video: To include a Show Me Video in the Question
Help, select “Show Me Video” from the Question Help drop-down menu as shown in
Figure 83.

p— pr—— "

Question

Taxt: ou need to serve the Complaint promptly atter itis filed.

Learn More:  Haow much time do | have?
Question B 7 % P
ninzt You have 30 days to serve the Complaint.

Show Me video | = Video: |iemiServeComplaintiv |7

Figure 83: Question Help: Show Me Video option.
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Once “Show Me Video” is selected from the drop-down menu for Question Help, use
the yellow folder icon to browse for the video file that you would like to include in the
Question Help. Please note that you must use the Flash video file type (flv) in order
for the Show Me Video feature to work. In addition to the image, you may also include
caption text as noted in Figure 83.

Figure 84 and Figure 85 demonstrate how you might use the Show Me Video feature.
The Show Me Video will be included in the Question Help along with caption text.

-

. ~. | How much time do | have?
You need to serve the Complaint ,Dm,m

pr’DI‘I"Ipﬂ‘_n,.F after it is filed. i Laam More

Figure 84: Learn More Prompt for a Show Me Video.

How long do | have for

Service of Process

E @ __.-_‘ Full scresn EI

You have 30 days to serve the Complaint.

s (L CIose ) |

Figure 85: Video Panel and controls in the Question Help Show Me Video option.
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End-users are given the option of enlarging the video by selecting the full screen
button as shown in Figure 85. The video is scaled to a ratio of 4:3 in the enlarged video
panel. To reduce the video size, they can select the option “Normal Size” as shown in
Figure 86. In addition to the Full Screen/Normal Size option, Show Me Video includes
a restart button, a pause/play button, and a volume control bat.

r
€2 220 Author = B>

How long do | have for

Service of Process

MB =T NormalSizeEl

Figure 86: Show Me Video in the Full Screen mode.

HYPERLINKS

Hypertlinks can be used to link a word or phrase in a Question or Question Help to
navigate an end-user to external content that is accessible through a normal web
browser. A Hyperlink is created by first selecting the text that you want hyperlinked.
Then, the hyperlink format button is selected, followed by entering a URL (web
address) in the “Website address” field (Figure 87 and Figure 88).
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Learn More: Meed help with the zip code?

B F Audio: () [
Cuestion J o | ||‘_'J -

Bl Click this text to find a zip code using the address,
city and state on the United States Postal Service

website.

Figure 87: Highlight text to be hypetlinked and select the Hyperlink format button.

Pick a Hyperlink:

Website address:
zipd.usps. com/zipddwelcome, jsp v

Figure 88: Enter the URL (web address) in the Website address field.

The result is that the end-user will be directed to the defined URL when they click on
the hyperlink (Figure 89 and Figure 90). All the end-user must do to return to the
interview is close the browser of the external website (Figure 90).

Hello John. What is your
mailing address”?
Address:| 123 Street Ave. | = w
Click this text to find a zip code using the address,

city and state on the United States Postal Service
website.

City:| My Town |

State: llinois I=

o Requested name

Zip Code:| | .

Figure 89: Example of a Hyperlink in Question Help.
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& BaCK NEXT MY PROGRESS

e - i}
(= USPS - ZIP Code Lookup - Search By Address - Microsoft Internet Explorer pres... |._|E |£|

ot ey |E http:ffzip4.usps.comjzipdfwelcome. V| || X ‘ p P~

Google G+ v|Goo@ B~ RS+ D v | 1y b e, > () settings =
w [g_gijI&NumberFi‘.. IEUSPS-...x | &

Hello John. What is your P 3
i UNITED STATES =
mailing address? POSTAL SERVICE. .

Address:| 123 Street Ave.

Cily:| My Town
Find a ZIP Code by entering an address.

State: lllinois
Zip Code:
(You can also search for a partial address, such as "Main Street, Fairfax, VA.")

m * Required Fields

* Address 1 |

Address 2 Apt, floor, sutte, etc.
*city |
* State ,7 Find state abbreviation
ZIP Code

Submit > v

= »
f=h - [k Page - ) Tools ~

A ﬂ ZIP Code Lookup
(7

Search By Address 3» Search By City 3 Search By Company 3 Find All Cities in a ZIP Cc

& nkernst +100% -

Figure 90: The end-user can easily return to the interview by simply closing the browser.

POP-UP TEXT

The Pop-up text feature allows for a dialog of help text to be displayed when the end-
user presses on an undetrlined phrase. Thus, the Pop-up feature works in a similar
fashion as the Hyperlink. Unlike hyperlinks, which are blue, Pop-up links appear as a
red, underlined word or phrase.

To associate text in a Question, or text in a Question Help, with a Pop-up feature,
highlight the word or phrase that you want linked to pop-up text. Then, press the pop-
up format button (Figure 91). Finally, type the text that you want the end-user to see
when they click on the phrase you previously selected to create the Pop-up.

Note, that the text in the Pop-up can also be formatted to include bolded, italicized, or
hyperlinked words or phrases. In the end, the end-user will notice that pop-ups are
associated with words or phrases that are both in red and are underlined, representing a

hyperlink to pop-up text (Figure 92).
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Step: 7. | EGATEES OR HEIRS i

Fields | Name: 2-Legatee 2 name

Question |

Text: |
= benefiglary ar'

TE]gfo's will:
Edit your popup:

' Provide e narmief the %% ordinal (LegateeCount

"-Select text; then select
Pop-up format button to
"Edit your popup.”

Fersons who have the right to inherit money or property under a will are called

r;-E'.-:I-:I Bold, Italics, or
Hyperlinks to selected text
using the appropriate

format button.

| Advanced

Deq
No

i',;: |Eg3tEES_
Buttons Type text here.

Figure 91: Pop-up button and Edit your popup design window.

Persons whao have the right to inherit money or property
under a will are called legatees.

Provide the name of the first
beneficiary or "legatee" under
John's will:
First:| |
Middle:| |
Last:| | §

? ISTRIBUTION OF
[‘ E ESTATE

LEGATEES OR
HEIRS

Figure 92: Pop-up text appears in the same location as Question Help text (just above the Avatar’s head.)
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Under the Question Tab you will also find a location to link audio (mp3) files to
Question text and Question Help text. (Audio files can also be linked to Pop-ups and
Prompts.) You will notice an Audio field and yellow file folder icon in each of the text
editing locations for the above types of text (Figure 93). By selecting the icon, you can
browse your computer’s file folders to search for the desired audio (mp3) file. Double-
clicking on the desired file will attach the audio (mp3) file to the designated Audio

field.
Audio: | |

Figure 93: Select the yellow file folder icon next to any
Audio field to attach an audio (mp3) file for the
associated text.

When audio clips are attached to an A2] Guided Interview™, the audio clips will
automatically play when the associated text appears during the course of the A2]
Guided Interview™. The end-user will have the option to “stop” the audio or turn off
the audio for the entirety of the interview. The end-user may also pause and rewind
the audio as well as adjust the volume from the audio control box. (Figure 94).

BACK MEXT MY FROGRESS 1 Flease enter your name. * QA SOUND IS ON EXIT FYY.
R ———
a STREAMING o0, 000
@I‘ g ! ‘:.::
i (& ]
Please enter your name.
First: [

Middle: |

Last: |

sound may be turned off

Sound may be stopped for
a particular question or
for the entire interview.

® ACCESS TO JUSTICE

Figure 94: Sound can be “stopped” for a particular Question or turned off for the entire interview.

A detailed instruction guide on how to create audio files and attach audio clips to an
A2] Guided Interview™ is found under the chapter entitled Adding Audio.

A2] Author® allows you to repeat (or loop) a Question or series of Questions in order
to collect multiple values for similar types of information (e.g., names and amounts of
assets, names and birthdates of all children, etc.) The program does this by associating
a Counting Variable with a Repeat Dialog. A Counting Variable is associated with a

78



CREATING QUESTIONS

Question by entering the name of the Counting Variable in the field provided under
the Question Tab (Figure 95).

The Counting Variable keeps track of the number of times the Repeat Dialog (or
Loop) has been repeated. The number associated with a particular loop constitutes the
value of the Counting Variable. That value is then appended to each variable name
used in a Question which is part of that loop.

For example, in a Repeat Dialog which collects the names of children under a variable
entitled “Child first name TE” and uses a Counting Variable entitled “ChildCount,”
the variable name will be appended each time with the following: “#ChildCount.” If
the Repeat Dialog were repeated three (3) times (because there happened to be three
(3) children, the variable names for the each child’s first name would look like the
following: Child first name TE#1, Child first name TE#2, and Child first name TE#3.

Question Design Window

Q

Step: 1. Repeating Dialogs v
Fields | Name: |2 - Child Names |
Brap Audio: | |(») 2

0”915.2:;‘, Wihat is the narme of the %%ordinal(ChildCount)%®% child?

i Buttans | 1
o |keam Mores i o sunting Variable keeps track of the number of
times a Repeat Dialog (or Loop) has been
repeated. By selecting or defining a Counting
Variable under the Question Tab, A2J Author
appends each variable name in that Question with

== the value of the Counting Variable.

Cuestion
Help:

!. m_ .I Example: Child first name #1
Child first name #2

Child first name #ChildCount

Counting Variable: ChildCount i

Figure 95: Counting Variable field in the Question Design Window’s Question Tab.
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A training module for creating Repeat Dialogs is available at:

http://www.a2jauthor.org/drupal/?q=node/233

See also the subheading in this chapter entitled Repeat Dialogs.

The Question Tab also provides a Design Notes field, which is simply another location
to keep notes regarding the construction of the interview. Authors often use this space
to note that “conditions” have been included in the Question (Figure 96)

Vindow

Thumbnail:
Step: 0. ACCESS TO JUSTICE i _—
) | What was your househald
i for the las! lax year?
Slamed] o-income | I:I‘
BI%P ] I O )= [c..ooo
QU?:% What was your household income for the last tax year?
Learn More:
Question B 7 @ P mdo[  ®D
Help: -
-
Design Notes:
* Advanced tab directs
Text - question desination based
upon answer.
Text Reader
Tag:
Counting Variable: hd

Figure 96: Add Design Notes for reference. Select “Preview” to see the Question in action.

The “Preview” button under the Question Tab (Figure 96) allows you to see the
Question in action as the end-user will eventually see it when published. Previewing is a
good way to troubleshoot advanced conditions written in that Question and
subsequent Questions. For more on troubleshooting under the “Preview” mode, see
the “Preview Mode” chapter.

Fields Tab

The Question Design Window provides a Fields Tab that will allow you to add fields
within each question to collect data. A field type represents the format of the field in
which the data is entered.
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There are six basic categories of field types available for use in Questions: 1) Text
Fields; 2) Number Fields; 3) Date Fields; 4) Gender Fields; 5) Radio Buttons; and,
6) Check Boxes.

Under this section, you will learn how to add a field to a question. In addition, this
section will describe each of the field types and the properties which must be defined
for each type. A reference chart of the field properties and field types follows. And,
finally, this section will show you how to browse for sample Question types that
include a group of fields.

Note that a field type is not the same as a variable type, which defines how data, once
collected, should be treated. So, for example, you may have a number field that
provides a convenient format to collect a special number, such as the “number phone”
field in A2] Author®, which provides three convenient spaces to ensure the number is
entered properly. However, a text type variable will be used in association with the
number field in this case, because, a phone number, while it is a number, will
nevertheless be treated as text in the corresponding HotDocs” template.

There are two ways in which a field can be added to a Question. Fields can be added
one at a time by selecting the “+” (plus) button from the Fields list (Figure 97).
Alternatively, a predefined Question Type can be used to add a selection of Fields or
Buttons to a Question. This can only be done in the event the Question is new, for
which no existing Fields are associated. To add a predefined Question Type which
includes one or more fields, select the “Browse” button located in the center of the
Fields Tab (Figure 97).

Question Design Window

Question | ‘ O '

- You can add up to 9 fields.

Templates:

Figure 97: Select Add button or Browse button to add a field.

There are a number of different properties for each field type. All field types, however,
require that you define the type, label, and variable; and, most field types provide a
validation selection. Other properties include: Default Value, Custom or External Lists,
Order List, and Limit Value. Each of these property types are described below.
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COMMON PROPERTIES

Each of these field types has a set of three common properties which need to be
defined for each added field: Type, Label, and Variable (Figure 98). The field #pe must
be selected from a drop-down list (Figure 99). A /abel, which will appear next to the
field (usually to the left) in the Question, should be entered in the “Label” field, if
desired (Figure 98). And, a variable name must be assigned to collect the data which will
ultimately be entered by the end-user in the field during the interview (Figure 98). If
component file were previously imported under the
Variables Tab, then any of those variable names can be selected from the Variable

. ®
variables from a HotDocs

S

drop-down menu under the Fields Tab.

Type:  Text
Label: .I-ah_el I
“Yariable: = |

Figure 98: Common properties to every field type.

Label:

Type:

Variable:

Valiclation:

Text

Text
Text (Leng)
Text (Pick from list)

Default value:

Number

Number Dollar
Number SSN

Number Phone
Number ZIP Code
Number (Pick from list)
Date MM/DD/YYYY
Gender

Radio Button

Check box

Check Box (None of the Above)

Figure 99: Field Types

VALIDATION

Most fields provide the option to validate the field, meaning that you can set the field

as “required.” In A2] Author” the required setting is entitled “User must fill in” (Figure
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100). To assist the end-user, A2] Author® provides a “Prompt” field, so that you can
set language that explains to the end-user why the field must be filled in (Figure 101).
An audio file for the prompt can also be attached here (see the “Adding Audio”
chapter). If “User must fill in” is selected as the “Validation” choice, the field label will
be in red and the end-user will not be able to proceed without filling in information in
the field (Figure 101).

_ ! |
Type: Text v
Label: | First:
Variable: | Client first name TE -
Default value:
r - - -‘
Validation: . User may leave blank
+ User must fill in
Prompt: Audio: | ICR=
You must type a response in the highlighted space
before you can continue.
b
Figure 100: Validation settings and Prompt field.
&
Enter your name.
First" | j —
: You must type a response in the highlighted space before
Middle:‘ | you can continue.
Last:‘ |

E g E DO YOU QUALIFY?

@ ACCESS TO JUSTICE

Figure 101: Validation, as it appeats to the end-user.
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DEFAULT VALUE

You can set a default value for most of the field types, except the Checkbox and
Gender field (Figure 102). While, the default value will appear in the field as a
suggestion to the end-user, the end-user can enter an alternate value (Figure 103). This
feature works well for routine information, such as county or state. By providing a
default value in appropriate places, you increase the efficiency of the interview for the

end-uset.

Type: Text (Pick from list) v

Label: | County:

Variable: | Client county TE Y

Default value: |Los Angeles

List: = Customized List

_ List from external file

(2]

Figure 102: Default Value set to “Los Angeles.”

Please provide your address:

Address 1:

Address 2:

City:

County: Los Angeles

State: Choose from this list:
Los Angeles
Zip: | orange County

Riverside
San Bernardino

San Diego

Figure 103: Default Value populates the field.
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CUSTOM OR EXTERNAL LISTS

There are three types of fields you can use to provide the end-user with a drop-down
menu which includes a seties of field values. However, it is only the Text(Pick from
list) field which allows you to design a custom list, or attach an external list.

To create a custom list, you select the “Customized List” option (Figure 104). Then,
after selecting the “Edit” button, you can enter your custom list of field values in the
Edit box (Figure 105).

Type: Text (Pick from list) v

Label: \ Status:

Variable: |w|arita| status MC \ -

Default value: ‘

List: .= Customized List

_ List from external file

Figure 104: Custom list option and Edit button.

Single
Married
Divorced
Widowed

Figure 105: Custom List Edit box.
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Alternatively, you can attach a preformatted list from an external file. For example, the
A2] Author” Starter-Kit provides a list of U.S. States that is preformatted to convert
into the two character abbreviation for the state once it is imported into HotDocs".
The name of the file is US_States.xml.

To attach a preformatted list, you select the “List from external file” option. Then you
must browse your computer files to find the appropriate preformatted list (Figure 100).
Double-click on the name of the list to attach it to the field in A2] Author”.

Label:

Type:

Variable:

Default value:

Text (Pick from list)

‘ State:

\cnem state MC

My Recent
Documents

)

Desktop

by Metwark:
Places

¢ i

Figure 106: List from external file and US_States.xml preformatted list.

List: . Customized List
- List from external file
null
Choose a file containing —

Loak, in: ]Ff} Sample =ML Filez for Driopdownlists [n A2 AL;_] = |-j€ .

|| Frequency_incame . xml
= Marne_suffix,xml
|Z] Timel 5. 5ML

&) 115 _states,xml

File: narme: * wml

Open

J‘-f’ariable List Filez [*.xml]
[ Open as read-only

Files of wpe:

Bl
_:J Cancel
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ORDER LIST

All of the fields with drop-down menus (Text(Pick from list), Number(Pick from list),
and Date) have the option to be ordered in ascending or descending order (Figure
107). For an example of how either of these orders might appear to the end-user, see
Figure 108 and Figure 109.

The Text(Pick from list) in addition has the option to be neither ascending or
descending, thus enabling you to custom set the order of the options. For instance, you
may wish to provide the options, Single, Married, Divorced, and Widowed, in that exact
order, which has neither an ascending or descending order. To keep the list in the
order just as it was entered in the list, select “None.”

Order List: Descending v

Validation: | Ascending
Descending

None

TE=ITTTTT VTR

Figure 107: Order list option.

Please provide your child's
age:

Choose: v

—! Choose: e
1

|l & o B w M

Figure 108: Ascending order.
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Please provide your child's
birthdate below:

mm | v dd v YYYY | v

2050 =
2049
2048
2047
2046
2045
2044
2043
2042
2041
2040
2039 v

Figure 109: Descending order selected for a date list.

LIMIT VALUE

The ordering of number and date lists works best when limits are placed on the values
that can appear in the list. For instance, when collecting a birth date, you may want to
sort the date list in descending order beginning with the current year. Or, you may want
sort beginning with “today’s date” when asking the end-user what date they will be
mailing a letter. When collecting the number of children you may wish to sort the list in
ascending order, but limiting it to a total of 10. These are just a few examples.

To limit a number list or date list to a particular range, select the “Limit values” option
under the Field tab (Figure 110) and set a minimum value and maximum value. For
dates, set the range using the format mm/dd/yyyy. You may also limit the range using
the “TODAY” function (see subheading in this chapter entitled “Functions”).

V| Limit values

Min value:

Max value:

Figure 110: Limit values option includes Min value and Max value.
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There are three different sub-types of text fields: Text, Text(Long), and Text(Pick from
list). The first option pictured below, is a text field that allows the end-user to enter a
single line of text. This type is simply referred to as “Text” in the drop-down Type
selection list under the Fields Tab.

The second type is entitled “Text(Long),” which allows an end-user to type in multiple
lines of text. Text(LLong) also provides the end-user with the option to enlarge the text
box so they can more easily view and edit large amounts of text.

The third text type is “Text(Pick from list),” which allows a end-user to select a text
entry from a drop-down menu. Each is pictured below in Figure 111.

@ AT CHICAGD-RENT COLLEGE OF LAW

Here are some examples of fields
which collect text:
Employer Name:

What are your job duties?

Enlarge text box |

County:

Choose from this list: R4

Figure 111: Preview of Text-type Fields in a Question.

In addition to the common properties (Type, Label, and Variable), Text-type Fields
provide for some additional definition. The variables associated with any of the Text-
type fields can be assigned a default value. Also, each of the Text-type Fields has the
option to be validated (Figure 112).
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Q
Type:  Text b
Label: |First:
“atiable:  Client first name TE -

Default value:
Yalidation: User may leave hlank

= User must fill in

Prompt: Audin: | |(») (7

You must type a response in the highlighted space
befare you can continue.

Figure 112: Properties for the Text Type and Text(Long) Field

The Text(Pick from list) field provides the option of defining a custom list for the
drop-down menu or attaching a pre-formatted .xml list, either of which can be sorted
in ascending or descending order (Figure 113). You can also retain the order as given in
the custom list by selecting “none” from the Order List option.

2

Type:  Text (Pick fram list) v
Label: | State:
Yariable: | Client state MC M
Default value: |lllinais

List: Customized List

# List from external file

=\ Training ModulezsUS_states xml
Cirder List: Ascending -

“alidation: User may leave blank

= Llser must fill in

Prompt: Audio: | |(») (7

p -

ou must make a selection from the highlighted
space hefore you can continue.

Figure 113: Properties for the Text(Pick from list) Type Field
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The Starter-Kit includes a selection of pre-formatted .xml lists that can be used in
association with Text(Pick from list) fields. For a selection of pre-formatted lists visit
the Community Website at www.a2jauthor.org and download the A2] Author® Starter-
Kit.

There are six different sub-types of number fields: Number, Number Dollar, Number
SSN, Number Phone, Number Zip Code, and Number(Pick from list) (Figure 114).
The purpose for each of these number fields is obvious from their title.

This question demonstrates
the six different number type
fields. Notice that the SSN and
Phone are preformatted to
ensure the user enters the
correct number of digits.
Number:‘ ‘

Dollar| |

ssN[ || |
)|
Zip Code| |

# List Choose: |~

Phone (‘

Figure 114: Number fields.

The properties of the various number field types are similar. The Number and Number
Dollar fields allow the end-user to enter only a number. They can also be designed to
limit the range of numbers that can be entered, using the Limit Values property (Figure
115). Fach of these field types — Number and Number Dollar — will default the
associated variable name to a number variable type.
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Label

Variable

Default value

Validation

Max chars:

Prompt

Type:

Mumber Dollar
3

Income MU

User may leave blank
= User must fill in

| Limit values

Max value 100000

v| Show calculator

Audio |

I(») 7

“ou must type a dellar amount in the highlighted space before you can

continue.

Figure 115: Number Dollar field. Same properties apply to Number.

Number and Number Dollar fields also give the author the option to include a
graphical calculator for the end user (Figure 115). When selected, the end-user will see
a small calculator graphic next to the answer field which pops up a larger functioning
calculator (Figure 116). The end user may perform any calculations and hit “Enter” to

populate the answer field.

What was your household income
for the last tax year?

5[0

What was your household income
for the |ast tax year?

Figure 116: Graphic Calculator.

The Number SSN, Number Phone, and Number Zip Code field types (Figure 117)
work differently — they cannot be limited to a range of numbers. In addition, Number
SSN and Number Phone field types will only accept numbers. However any variable
associated with either of these fields is defaulted to a text variable type. The Number

Zip Code will accept both numbers and letters.
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Type: Number SSN v
Label: |ssN
Variable: | Client ssn TE v

Default value:
Validation: = User may leave blank

User must fill in

Figure 117: Properties for Number SSN, Number Phone, and Number Zip Code.

The Number(Pick from list) field works similar to the Text(Pick from list) in that it
provides the ability to limit the list to a range and sort it in ascending or descending
order (Figure 118). This field will default the variable to a number variable type.

. . . (?
Type: Number (Pick from list) v
Label: | #List
Variable: | Number list NU v

Default value:
Order List:  Descending -
Validation: (= User may leave blank
User must fill in

V|Limit values

Min value:
Max value:
Prompt: Audio: | ICR=;
You must select a number from the highlighted
space before you can continue.

Figure 118: Number (Pick from list) field properties.

The Date field collects a date from the end-user using drop down lists for the month,
day, and year, or the optional graphic calendar. The field, when represented to the end-
user, is formatted into a separate drop-down menu for the month, day, and year
(Figure 119).

DATE FIELDS:
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What is your date of birth?
Birth date mm v

¥¥yy | T

2011 - —
2010 Eﬂ:’
2009
2008
2007

Figure 119: Date field.

Along with the three common properties (Type, Label, and Variable), the date field
properties include: Default Value, Order List, Validation, Limit Values and Show
Calendar (). The Limit Values, if they are to be used, must both be populated with

either a date in the “mm/dd/yyyy” format or the function “TODAY.”

Label:

Order List:

“alidation:

Prompt:

Type:

“ariable:

Default value:

Date MM/DDNA ™Y

Birth date

Client OB DA

Descending
+ User may leave blank

User must fill in

v Limit values

Win value: 1500
Wax value: |TODAY

v Show calendar

Audio: |

®

ou mugt enter a month, day and year in the highlighted spaces before you

can continue.

Figure 120: Birth date field.
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If the author chooses to include the optional graphic calendar for end-users, a small
calendar graphic appears next to the drop down menu answer field which pops up a
larger functioning calendar (Figure 121). The calendar defaults to the current year,
month and date, unless the “Max value” under “Limit values” is set to something less
than the current year.

D B -
r Y [ . . 4 »
What is your date of birth? What is your date of bitha ey 2

Birth date [jm |~ [aa |~ [y 1€ M0 =BT Cate om |- (e |-y [-f 50T 0T T8

Figure 121: Graphic Calendar.

There are two different types of radio button fields: Gender and Radio Button. The
gender field is the simpler of the two and is used only to collect a gender from the end-
user. The value that is placed in the supplied variable is either ‘Male” or ‘Female’ based
upon the end-user’s input (Figure 122).

RADIO

BUTTONS:

Choose your gender.
Gender:© Male

Female

Figure 122: Gender radio buttons.

The properties for the Gender radio buttons are already pre-defined (Figure 123).
While there is a validation choice, it is defaulted to “User must fill in” and should
remain that way, so that the User’s Avatar will populate the interview.
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Type: Gender v

Label: |Gender:

Variable: | User Gender |~
Validation: _ User may leave blank

= User must fill in

Prompt: Audio: | |(») (7

You must choose either male or female from the
highlighted selection before you can continue.

Figure 123: Gender field properties

The other type is the generic radio button. Radio buttons are used when you want to
provide a selection of choices for the end-user, but need to guarantee that they only
select one option, such as in selecting marital status (Figure 124).

Please select your marital
status below:

O Single

) Married

O Divorced

) Widowed

(Continte)

Figure 124: Radio button example.

The radio button defaults an associated variable to a multiple choice variable type.
Therefore, if you provide a series of radio buttons in a question, only one button can
be selected. In addition, all of the radio buttons must have the exact same variable with
a separate default value for each (Figure 125).
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‘ Type: Radio Button v
' Label: |Single
Variable: | Marital status MC v

Default value: | single

IRadio Button Group:
Prompt: Audio: | ICR=;

You must choose a response from the highlighted
selection before you can continue.

Figure 125: Radio button properties.

Checkboxes are used to provide the end-user with the option of selecting multiple
CHECKBOXES: values (Figute 126). The Checkbox field, however, is associated with a true/false
variable type, not multiple choice. Thus, a checked box has a value of ‘true’ and an
unchecked box has a value of ‘false’.

Please select all that apply:
O Public Aid

[l Help for families
Food stamps
TANF

SS|

EEEN

None of the above

Figure 126: Checkbox and Checkbox(None of the above) fields.

You can require the end-user to select at least one value using “user must fill in” or by
adding a Checkbox(None of the above) field to the group (Figure 126). A “None of
the above” option lets the end-user know they can pass if none of the options apply
(Figure 127). Using “none of the above” also allows you to branch the end-user to an
alternative question, perhaps to collect a custom answer from the end-user.
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Type: Check box v

Label: |Public Aid

Variable: | Public aid TF v

CheckBox Group:

Prompt: Audio: | |(») (7

Please select one or more checkboxes or "None of
the above" to continue.

Figure 127: Checkbox properties (if a “none of the above” checkbox is included in the group).

Field Properties Reference Chart

FIELD
PROPERTIES

DESCRIPTION

Type

There are 14 field types available: Text, Text (Long), Text (Pick from list),
Number, Number Dollar, Number SSN, Number Phone, Number Zip Code,
Number (Pick from list), Date, Gender, Radio Button, Checkbox, Checkbox
(None of the above). A Field Type must be selected for every added field.

Tabel

A label which identifies the type of data being collected in the field can be
added, if desired. For most Field Types the label will appear to the left of the
field. If a label is too long, the field will drop below the label to allow the label
to include additional characters, but can be no longer than the width of the
question bubble.

In the case of the Gender, Radio Button, and Checkbox fields, the label will
appear to the right of the radio button or checkboxes. Labels for these types of
fields will wrap, allowing for more than one line of text.

Variable

A variable name must be assigned to every added field. (For more on variable
naming conventions, see Appendix C.) When a Field Type is selected, A2J
Author” will assign a default variable type for the associated variable name. To
change the variable type, the variable should be referenced under the Variables
Tab.
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FIELD
PROPERTIES

DESCRIPTION

Default Value

Most field types allow the author to provide a default value for the variable
associated with a field. Providing a default value can add efficiency to an
interview (e.g., if it is likely that most end-users will enter “Cook” county, even
though the interview could apply to all of the counties in Illinois, the author of
the interview could default a text list to show Cook County first.)

Validation

All Field Types can be equipped with a validation feature which demands that
the end-user complete an entry in the field before moving further in the
interview. The validation selection options are “user may leave blank” and “user
must fill in.” If the latter option is selected, A2] Author” will return a prompt,
the text of which can be modified by the author.

Custom/ External
List

The Text (Pick from list) Field Type includes the ability to provide a custom
drop-down list or attach a pre-formatted (xml) list. A US States (xml) list

which includes the State name and corresponding State abbreviation is included
in the A2J Author” Starter Kit.

Order List

The Text(Pick from list), Number(Pick from list), and Date Field Types can
each have their drop-down lists sorted in ascending or descending order.
Alternatively, the author can choose to have no sort order to a list, by selecting
the “none” option from “Order List.” By selecting “none”, an author can keep
a custom text list in the order in which it was defined in the Custom List.

Limit Value

Number, Number Dollar, Number(Pick from list), and Date Field Types can
have their selections limited by selecting the “Limit Value” property under the
Fields Tab. For Number, Number Dollar and Number(Pick from list) a
minimum and maximum number can be chosen to limit the range of numbers
that can be entered in the field. For the Date Field, 2 minimum and maximum
date can be chosen to limit the range of dates that can be selected. The
“TODAY” function can also be used to limit the date selection. See the
subheading Functions in this chapter for more details.

Field Types Reference Chart

FIELD TYPES

FIELD PROPERTIES
Type Label | Variable | Default | Validation | Custom/ | Otder | Limit
Value External | List Value

List
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FIELD PROPERTIES
FIELD TYPES
Type Label | Variable | Default | Validation | Custom/ | Otder | Limit
Value External | List Value
List
Text v v v v v
Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. Any variable
associated with this Field type is defaulted to a Text variable.
Text v v v v v

Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. The end-user can
enlarge the text box. Any variable associated with this Field type is defaulted
to a Text variable.

Text
(Pick from list)

v v |V v v v v

Features: 'The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. Any variable
associated with this Field type is defaulted to a Multiple Choice variable.

Number

v v |V v v v

Features: 'The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. This field will
automatically reject an entry of text. Any variable associated with this Field
type is defaulted to a Number variable.

Number Dollar

v v |V v v v

Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. This field will
automatically reject an entry of text. Any variable associated with this Field
type is defaulted to a Number variable.

Number SSN

v v |V v v

Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. This field will
automatically reject an entry of text. Any variable associated with this Field
type is defaulted to a Text variable.
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FIELD PROPERTIES
FIELD TYPES
Type Label | Variable | Default | Validation | Custom/ | Otder | Limit
Value External | List Value
List
Number Phone v v v v v

Features: 'The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. This field will
automatically reject an entry of text. Any variable associated with this Field
type is defaulted to a Text variable.

Number Zip Code

v v |V v v

Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. This field accepts text
and numerals. Any variable associated with this Field type is defaulted to a
Text variable.

Number
(Pick from list)

v v |V v v v |V

Features: The field will move to the second line as the label for the field gets
larger. A label for this field is limited to one line of text. Any variable
associated with this Field type is defaulted to a Number variable.

Date

v v |V v v v |V

Features: Only numbers can be entered into this field type. The field provides
three separate drop-down menus from which to select, month, day, and year.
The range can be limited using the function “TODAY” as either the
minimum or maximum value. The field will move to the second line as the
label for the filed gets larger. Any variable associated with this Field type is
defaulted to a Date variable.

Gender

v v |V v

Features: The Gender field is pre-formatted as a set of two radio buttons: one
with the label of female, and the other male. A label for the group of buttons
entitled “Gender” is included. It should retain the variable “User Gender” in
order to set the gender of the User’s avatar. Any variable associated with this
Field type is defaulted to a Text-type variable.

Radio Button

v v |V v v

Features: Any variable associated with this Field type is defaulted to a Multiple
Choice variable. Only one selection from a group is allowed. The label for
this field appears to the right and will wrap.
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FIELD PROPERTIES
FIELD TYPES
Type Label | Variable | Default | Validation | Custom/ | Otder | Limit
Value External | List Value
List
Checkbox v v v v
Features: Any variable associated with this Field type is defaulted to a
True/False vatiable. The label from this field appears to the right of the
checkbox and will wrap.
Checkbox v v v v
(none of the above)
Features: 'The variable associated with this Field type is defaulted to a
True/False variable.

The Fields Tab also allows you to select a predefined Question type that includes pre-
defined fields. These templates are meant as examples and can be modified to the
needs of the interview. After adding a template it is possible to delete any of the fields
TYPES: created by the template and also to add more fields or buttons. The following
templates are available:

PRE-DEFINED

QUESTION

Continue button Yes/No buttons
2 Buttons 3 Buttons
3 Options 2 Check boxes
Short answer Long answer
Gender Asset list
Full name Address
Pick text from a list Pick number from a list

SSN Phone
Date

To add one of these Question templates, select the “Browse” (Figure 128).
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Question Design Window

C)

{ Buttons

Advanced

Continue
YesNo

2 Buttons

3 Buttons

3 Options

2 Check boxes
Short answer
Gender

Asset List
Long answer
Name: First, Middle, Last

| v

| This is some information. |

Pressing OK will replace your Fields and Buitons
with those in the sample.

L

Figure 128: Pick a question type menu delivered from “Browse” button under the Fields Tab.

Buttons Tab

The third tab in the Question Design Window is the Button Tab. Under the Button
Tab you can add up to three (3) buttons to a question, give the button a label, associate
variables with a button, set the destination of each question, and manage the counting

variable for a repeat dialog.

By default, there will always be a Continue button in a question (Figure 129). Of
course, you must always have at least one button, because it is through the click of a
button that the end-user advances through the interview. However, it is possible to
have up to three (3) buttons (Figure 130). The button labels are dynamically sized as
you add each button. To add buttons select the “+” (plus) button under the Buttons

Tab (Figure 129). The name of each button is then typed in the “Label” field.
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Label: | Continue

Destination Question: <none=

Options: Normal -

Continue

®

Figure 129: Default “Continue” Button.

Will you need to file a tax
return this year?

Figure 130: Example of three buttons.

If more than one button is used in a question, then a variable can be associated with
the button, such that if the button is selected the variable will be set to a certain value.
Once you add a second button, a Variable and Value field will be added to the Button
Tab, so that you can associate a variable (Figure 131).

ASSOCIATING

VARIABLES:

Label: -Yes

Save the user's button choice (optional):

—p  Variable:

—p Value:
Destination Question: <none>
Options:  Normal v

Figure 131: Button properties.
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Each button has a question destination field that allows you to direct the end-user to
the appropriate question following the completion of that question. The default
destination for a button is [no where] (Figure 131). If the destination question is [no
where], then the yellow circle icon is shown in the Flowchart (Figure 132).

+' i |

Do you have any children?

Figure 132: A question with no destination set.

To select a destination for a particular button “click,” select the yellow folder icon to
browse your question set. From the question set, select the desired destination question
and click “Change” (Figure 133). There are six alternative destinations to a question.
One was already mentioned above: [no where|. The other five are: [Back to prior
question], [Success — Process Form], [Exit — User does not qualify], [Exit - Save
Incomplete Form], and [Exit — Resume Interview] (Figure 133).

Pick a destination question g [x

815-date of letter : The letter should & + — -
We'ra almost done.
B 1-Payment details We're almost di ‘

Finally, we must idantify the

(3)

(B)

(6812-Payment details :Please select b | farm af payment. k.
(B)

(

613-Payment details :Please enter be [ continue,
711-Done (Congratulations You have

[no where]

[Back to prior guestion)]

[Success - Process Form|

[Exit - User does not gualify]

[Exit - Save Incomplete Form]

[Exit - Resume interviemw]

w

«_ Ghange . Cancel
ﬁ

Figure 133: Pick a destination question.
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BACK TO PRIOR QUESTION

The Back to Prior Question destination allows you to send the end-user to the next
previous question they visited regardless of how they arrived at the present question.
Thus, the Back to Prior Question works identical to the “Back’ button that appears in
the navigation menu for the end-user. Authors now have an option to include this
feature as a button operation.

& A2 Author
BACH bkt WY PROGRESS 1 vou) stated yo

@ AT CHICAGD-KENT COLLEGE OF LAW

You stated you do not want to
continue with a Pay Under Protest
Letter.

If you made a mistake and would
like to continue with a letter, select

Go Back.
For more information about HOA

disputes, select Exit to go back to
| the Website.

— G ETOIED

Figure 134: Back to Prior Question used in a button labeled "Go Back."

SUCCESS- PROCESS FORM

The Success-Process Form destination sends the interview data to the LHI server.
However, the .ini file found in the program file folder for A2] Author® can be
modified to send data elsewhere. Notice in Figure 135 that InterviewUploaderURL is
set to http://upload.lawhelpinteractive.org/a2j upload.aspx, which is the current
setting to submit data to the LHI server.

@AEJAuthor 44172008 5:57 P Application 112 KB
o AddSuthor 1716/2010 9:06 PRA Configuration Sett.., 1KE ﬁ
Zh AMAthee AALN0E F:09 Bhd idind aues hdediz B 243 KE
7| A21swthor - Notepad = |l =[]

File  Edit Format Wiew Help

;[CDm:T"lg file for the a21 author. The built-in wviewar also usaes Iviewer.ini. .
URL

;Inter\.r"lewquoaderURL:http:;’/www.a2:'|auth0r.Drg/Aszp'IDad.php
InterviewldploaderUrL=http:  supload. lawhelpinteractive.org/sa2jupload. aspx
commentauthorURL=http:/Awww. a2 jauthor. org/ a2 JauthorFeadbackFarm. php
setbatalrL=http: Awww. a2jauthor. org az21Testsavebata. php

Figure 135: INI File containing configuration settings for the [Success-Process Form] option.
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[EXIT- USER DOES NOT QUALIFY]

The Exit-User Does Not Qualify destination allows you to exit the end-user from the
interview entirely. It also provides a URL field, so that you can send them to a
particular place on the web, perhaps your organization’s website (Figure 130).

fan—

Destination Question: |[Exit - User does not qualify]

| -

URL: 'www.a2jauthor.org

Figure 136: Exit Destination.

[EXIT- SAVE INCOMPLETE FORM & EXIT — RESUME INTERVIEW]

The Exit-Save Incomplete Form and Exit-Resume Interview are both used in
conjunction with setting up the Exit button in the navigation bar (Figure 137). To set
up an Exit Question, first design the appropriate language in a Question. Then
designate that Question as the Exit, by identifying it in the Exit field under the
Question Tab (Figure 138).

2 82) Buthar

BACK. NEXT MYPROBRESS | 3 %y have selected that you would like ta Exit this | = — T

@ AT CHICAGO-KENT COLLEGE OF LAW

You have selected that you would
like to Exit this interview now.

Exiting does not automatically
save your answers.

To save your answers you must
choose to Save your answers on
the LawHelp Interactive site once
you have left this program.

Select Continue to review your
options.

@ Congratulations!

Figure 137: Exit Question and Navigation Bar Exit Button
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G S =M= 4| g u P e | = A I
(4 )4a-letter delivery method :Please
(4)4b-letter delivery method (Please
(4)5-date of letter . The |etter shoulc
(4)6-Additional copies Would you li
(4)7-Additional capies Yvho wauld y
(4)8-Additional capies (15 there anyc
S11-Payment details We're almost

Report )
)
)
)
)
)

5)1a-Method of Payment “You shot
)
)
)
)
)
)
)

il

Upload

(
{
(8)2-Payment details :Please select
(5)3-Payment details :Please enter
(6)1-Done :Congratulations You ha-
(6)2-Done vOUR RIGHTS1. This &
(6)3-Daone :0nce you select Submit
[6)10-Exit Question :You have selec
{

6)11-Exit Question :If you would lik

2

@D ®O a3
Starting Point: (0)1-Introduction Welcome to the | |7
Exit: (6)10-Exit Question :vou have sel| [/

Figure 138: Exit field under the Question Tab.

Setting a Question under the Exit Field defines what Question will appear when the
end-user selects the Exit Button from the main navigation menu. More than one
Question can be a part of the Exit Question series. The final Question in the Exit
Question series should then include the following two button options: [Exit — Save
Incomplete Form] and [Exit-Resume Interview].

Exit-Save Incomplete Form will submit the data to the LHI server (or other designated
server as described above for the Success-Process Form option). The Exit-Resume
Interview button option will return the end-user to the exact Question the end-user
visited just prior to selecting the Exit Button from the main navigation menu.

If you would like to Continue to the
LawHelp Interactive site so you
can save, select Exit.

If you would like to return to the
program and finish completing the
answers, select Return.

J

Figure 139: Question showing use of both the Exit-Save Incomplete
Form and Exit-Resume Interview button options.
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The Button Tab is where you manage the variable that will “count” the number of
times a repeat dialog is repeated. Under the Button Tab a Counting Variable is “set” to
1 at the beginning of a repeat dialog and “incremented” at the end of a repeat dialog
(Figure 140). For complete instructions on how to construct a repeat dialog, see the
subheading in this chapter entitled “Creating Repeat Dialogs.”

Options: | Set Counting Variable to 1

Counting Variable:

RepeatCount

Figure 140: Option field to manage the counting variable for repeat dialogs.

Advanced Tab

A2] Author” allows you to branch or set variables based on simple logic conditions
under the Advanced Tab in the Question Design Window (Figure 141). To add a new
condition, press the “+” (plus) button (Figure 141). The Event, Condition, and Actions

properties will then be displayed (Figure 142).

Question Design Window

Question

Fields

Buttons

Conditions:

Figure 141: Advanced Tab and “+” button.
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Conditions: Q)

#1 AFTER: TRUE

®O

Event: After user presses button v

Condlition:

Actions:

®

Figure 142: Event, Condition, and Actions fields for a Condition.

Each condition can either be tested before the question is displayed or after the end-
user presses a button in the question (Figure 143). If a condition is tested before a
question is displayed and the condition is true and the action is to move to another
question, then the end-user will not see the current question. If the same condition is
false, then the opposite is true.

Event: After user presses button v

Condition: | Before question is displayed

After user presses button
|

Figure 143: Events: Before and After.

The Condition field is where you will enter an expression that can be evaluated as true
or false. For example, suppose a question asks for annual income. Let’s assume that if
the end-user had entered a number greater than $25,000 that you would want them to
answer a different set of questions. To reroute the end-user, you would write a
condition similar to the following: [Income NU]>25000 (Figure 144). A2] Author”
would evaluate whether or not the income equaled an amount over 25,000. Based on
whether that evaluation equals true or false, you can then tell the program to send the
end-user to a particular question (see subheading entitled Action below).
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Conditions: 0

#1 AFTER: [Income NU]>25000

®O

Event: After user presses button v

Condition: |[Income NU]>25000

Actions:

Figure 144: An equation or evaluation is set in the condition field.

Variables can be evaluated in a condition using the following operators:

Symbol Comparison Example Result

= equals 10 =10 True

<> not equal 10 <> 10 False

> greater than 10>5 True

< less than 10<5 False

>= greater than or equalto 10 >= 10 True

<= less than or equal to 10 <= 10 True

is synonym for equals City is true if the City variable contains

“Chicago” Chicago

Remember to always enclose variable names that include spaces in brackets [ ] when
evaluating them in a condition.

Do This: [Children TF]=true
Do NOT Do This: Children TF=true

You can also do simple mathematical expressions.

Expression Result
(15 - 15) > 10 false

A2] Author” also allows the use of AND and OR logic in your expressions. (These
operators can be scripted in either lowercase or uppercase letters.)

EXxpression Result
5>1and1=1 false
5>1orl=1 true
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There are two possible actions following the evaluation of a condition: Set variable to
value and Go to question (Figure 145). Set variable to value allows any variable to be
set to a particular value or expression. Go to question allows you to reroute (or branch)
the end-user to a different question than had the condition evaluated differently.

Conditions are tested in order! Once the first true condition is found whose action is to
move to another question, the rest of the conditions will not be tested. Thus, you need
to make sure that all of the conditions that set variables to values are listed above the
conditions that use a “go to question” action. (You can write up to 50 conditions for
any question.)

Actions:

®O

If: Action: Variable:

True set variable to value |ix v

4

\aliia go to question

set variable to value

Figure 145: Actions: Go to question and Set variable to value.

In addition, A2] Author® allows you use a single evaluation to set more than one
variable. To set an additional variable or send the end-user to a question based on the
same condition, select the “+”” (plus) button beneath the Actions field to add another
action (Figure 1406).

Actions:

#1 IF TRUE THEM SET Income too high TF=true

®0O

If: Action: Question:

True ~ | go to question ~ [Exit - User does not qualify] [.I;__J

Figure 146: Add a second action for the same condition.

You can also avoid designing an entirely new condition to account for an opposite
evaluation. For instance, now that you have evaluated whether [Income NU] is greater
than $25,000, you may want to set a separate action if [Income NU]J is not greater than
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$25,000. To do this, you do not need to construct another evaluation, e.g., [Income
NU] <25000. Instead, change your “if” statement to “false,” so that if [Income
NU]>25000 is not true, you can set a variable or go to a question (Figure 147).

So, in the example below, a single condition has set three actions as follows: 1) if
[Income NU]>25000 is true, then set the variable Income too high TF to true; 2) if
[Income NU]>25000 is true, then go to question <Exit>; and 3) if [Income
NUJ]>25000 is false, then set the variable Income too high TF to false. You could then
add a fourth action, to send the end-user to a different question if [Income
NU]>25000 is false.

Conditions: 6

®0O

Event: After user presses button v

Condition: |[Income NU]>25000

Actions:

#1 IF TRUE THEM SET Income too high TF=true
#2 IF TRUE THEN GOTO [Exit - User does not qualify]

®O

If: Action: Variable:

| @ set variable to value ~ | Income too high TF W

Value: |false

Notes:

Figure 147: A single condition setting three actions.
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AGE

DATE

DOLLAR

HASANSWERED

HISHER

HESHE

ORDINAL

ROUND

ROUND2

SUM

TODAY

TRUNC

TRUNC2

CREATING QUESTIONS

Functions

A2] Author® has a number of built in functions which can be used in evaluations
under the advanced tab. Some can also be used to return a value in the text of a

question.

Parameter

any date

date or days

number

a variable

gender
gender
number
Number
Number
repeating
variable
None

number

Number

Purpose

Converts date to age in
year

Converts days into a
mm/dd/yyyy date

Formats a number with
commas and period

Returns true if the
variable has a value

Returns his or her
depending on gender

Returns he or she
depending on gender

Returns ordinal form of
number

Round a number to an
integer

Rounds a number to 2
places after decimal.

Returns total of all the
repeating variables

Returns today’s date

Truncates a number to an

integer

Truncates a number at
hundredth place.

Sample

AGE([User Birthday])

DATE(TODAY+90)

DOLLAR(38581.3)

HASANSWERED([middle
name])

HISHER(User Gender)

HESHE(User Gender)

ORDINAL(5)

ROUND(5.21)

ROUND2(5.215)

SUM([Asset Value])

TODAY

TRUNC(7.98)

TRUNC(7.479)

Result

20 if User Birthday is
1/1/1980 and the
current date is
1/1/2000

the date 90 days
from today

38,581.30

true if client typed in
a middle name, false
otherwise.

“her” if User Gender
is Female

“he” if User Gender is
Male

5th

5.22

If you asked for 3
asset values which
are stored in a
repeating variable,
this would return the
sum of these 3 values

Today’s date as a
Date variable

7

7.47
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There is a tutorial for each of the above functions located on the Community Website.
Links for each of the tutorials are cited below:

AGE http://www.a2jauthor.org/drupal/?q=node/220
DATE http://www.a2jauthot.org/drupal/?q=node/221
DOLLAR http://www.a2jauthor.org/drupal/?q=node/231

HASANSWERED  http://www.a2jauthor.org/drupal/?q=node/225

HESHE & HISHER  http://www.a2jauthor.org/drupal/?q=node/232

ORDINAL http://www.a2jauthot.org/drupal /?q=node/223
ROUND http:/ /www.a2jauthor.org/drupal /?2q=node/284
ROUND2 http://www.a2jauthor.org/drupal/?q=node/284
SUM http://www.a2jauthor.org/drupal /?q=node/224
TODAY http://www.a2jauthot.org/drupal /?qg=node/222
TRUNC http:/ /www.a2jauthor.org/drupal /°q=node/285
TRUNC2 http://www.a2jauthot.org/drupal /?q=node/285
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Writing Repeat Dialogs

A Repeat Dialog is a series of questions that will continue to loop based on criteria that
you set. If the same type of information needs to be collected several times, such as
children’s names or assets, you can write a repeat dialog to collect the series instead of
using multiple questions, thus greatly increasing the efficiency in interview drafting.

There are two different approaches to creating a Repeat Dialog. While the approaches
themselves are different, the results are the same: the end-user is asked the same
questions more than once, as required. The two approaches are: 1) ask the end-user up
front for the number of times a series should be repeated; and, 2) ask the end-user at
the end of the series if they would like to repeat the series.

Ask the End-User Up Front for the Repeat Number

This approach is useful when the end-user will know how many times the questions
will need to be repeated. An example of this is asking the end-user how many children
they have, and then looping through and collecting the name of each child.

@ Step 1: Set up the Counting Variable under the Buttons Tab of the First
Question in the Repeat Dialog (Figure 148).

a.  The Counting Variable will “count” how many times the end-user
loops through the repeat dialog.

b. NOTE: The “Set Repeat Variable to 1”” option is selected and The
Repeating Variable Counter box contains the name of the
repeating variable.

Question Design Window

Question | e |

Fields

Label: | Continue

Destination Question: (1)2 - Child Names :What is the nam: [/

Options: | Set Counting Variable to 1 )

Counting Variable: | ChildCount

Figure 148: Counting Variable setting under Button Tab.
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@ Step 2: In the first question, ask the end-user how many times the
repeating question should be asked (Figure 149).

Hi Bob. How many children do
you have?

Select: 2

" Contintie

Figure 149: Question to determine how many times to repeat.

@) Step 3: Ask the end-user the repeating question and set up the question as
a repeating question.

Identify the Counting Variable in the Counting Variable field of
each question in the repeat dialog (Figure 150). Design the variable
names of the input fields as usual (Figure 151).

a.

Question Design Window

Sl Step: 1. Repeating Dialogs v
Fields Name: | 2 - Child Names
Brgp Audio: | (O
Que_ls:go)dr.l What is the name of the %%ordinal{RepeatCount)%%
" | child?
Buttons I .
~/|Leamn More: | What's going on here? ‘
 BIweP Audio: [ |00 7
Question
Help: | The first thing to notice in this question is that the o
"Counting Variable” field on the main question control is
populated with the variable <ChildCount>. A Counting
Variable is a number variable (1,2,3 4,5....etc) that
Advanced . attaches to the end of a normal variable in a repeating
question. The Counting Variable will increment each time
a series is repeated. =
Counting Variable: | ChildCount ‘_:_

Figure 150: Identify Counting Variable in each question of the Repeat Dialog.
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— o

Type: Text v

Label: iFirst:

4

Variable: ‘Child first name TE

Default value: ‘
Validation: . User may leave blank

= User must fill in

Figure 151: Normal variable name for each of the input fields.

@ Step 4: Increment the Counting Variable when the end-user answers the
last of the repeating questions (Figure 152).

a. NOTE: The button’s option is set to increment the counting
variable. When this button is pressed the counting variable will be
incremented by 1. Also note that A2] Author will increment a
counting variable only after it as performed any advanced
conditions.

Question Design Window

- - 5
Question | Qo

Fields |

Label: | Continue

Destination Question: (1)4 - LOGIC .LOGIC STEP: =7

Options:  Increment Counting Variable -

~/ Counting Variable: | ChildCount

Figure 152: Increment Counting Variable on last question.
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) Step 5: Include conditions to determine if the questions should be
repeated or if the end-user may move to the next interview question
(Figure 153). You can set the logic in one of two ways, either 1) in the
advanced tab of the last question in the dialog or 2) in an additional “logic”
question. If you use the latter format, be sure to set the condition to occur
“before question is displayed.”

a. The first logic statement should be in the following format:

i. Condition: ChildCount>=NumberOfKids (Note: If using
a separate logic question, then use the condition
ChildCount>NumberOfKids.)

i. Actions: If: True, Action: go to question, Question: [set
the destination for a question outside of the loop to exit
the end-user from the dialog]

b. The second logic statement should be in the following format:

i. Condition: ChildCount<NumberOfKids (Note: If using a
separate logic question, then wuse the condition
ChildCount<=NumberOfKids.)

i. This time set the destination for the first question in the
loop so that the series can repeat.

Question Design Window

Ny T
Question J Conditions: 0
- = N
Fields ‘ #2 AFTER: ChildCount<=NumberOfKids IF TRUE THEN GOTO (1)2 - Child Names
Event: After user presses button v
Condition: | ChildCount>NumberOfKids

Actions:

b A\

Buttons

If: Action: Question:
go to question v (1)7 :This conludes Method 1 for ¢ ff,f

Figure 153: Two conditions to evaluate whether to repeat the dialog.
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Ask the End-User at the End if They Would Like to Repeat
This approach is useful when the end-user may not know how many times the
questions may need to be repeated. Below are screen shots that will demonstrate how

to set up this type of Repeat Dialog.

@ Step 1: Set up the Counting Variable (Figure 154).

a.  NOTE: Set the counting variable to 1 option is selected and the
Counting Variable field contains the name of the counting
variable.

Question Design Window

- ) 9\.

Question |

Fields

Label: |yves |

Save the user's button choice (optional):

Variable: | | v

Value: | |

Destination Question: (2)3 - Make and Model :What is the 1| |/

Options:  Set Counting Variable to 1 =

Counting Variable: |CarCount

Figure 154: Set Counting Variable to 1 in Buttons Tab.

@ Step 2: Ask the end-user the questions that will be contained within the
repeat dialog and set up those questions as repeating questions by
identifying the Counting Variable each time (Figure 155).

a.  NOTE: In the Question Tab, the counting variable field contains
the name of the counting variable. However, the variable names of
each of the input field should be designed as usual (Figure 156).
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Question Design Window

Step: 2, Repeating Dialogs v

Name: | 3 - Make and Model

Fields

Brap Audio: | |(») (77

What is the make and model of your
% %ordinal{CarCount)%,% car. If you own another car, you
will have an opportunity to add more.

Question
Text:

Buttons

Learn More: | Look Here! |
. B raP Audio:\ |® r{;’
Question

Help: Note that the Counting Variable field in the main question ( =
control is populated with a Counting Variable called
<CarCount>. This counting variable will attach to the end
of the Make, Model, and Year variables in this question
Advanced since there may be more than one value:

E Make 1 = Make#1
Make X = Make#CarCount [+

Counting Variable: | CarCount |=

Figure 155: Identify Counting Variable for each Question in the Repeat Dialog,

Type: Text -

Label: | Make:

Variable: |Make

Default value:
Validation: _ User may leave blank

e User must fill in

Figure 156: Set variables for input fields as normal.

@3 Step 3: Then, ask the end-user if they would like to enter more data
(Figure 157):

‘ Do you have another car?

Figure 157: “Add Another?” Question.
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@ Step 4: If the end-user wants to enter more data then the counting
variable should be incremented on the last question (Figure 158), and the
end-user sent to the first question in the repeat dialog.

a.  NOTE: The button’s option is set to increment counting variable
and the counting variable field contains the name of the counting
variable. When this button is pressed the counting variable will be
incremented by 1.

Question Design Window

Question | (2]

Fields

Label: iYes

Save the user's button choice (optional):

Variable: | v

Value: |

Destination Question: |(2)3 - Make and Model :\What is the 1 [/

Options:  Increment Counting Variable v

Counting Variable: ;CarCount

Figure 158: Increment Counting Variable attached to Yes Button.

Accessing Repeat Variables

If a variable named, “Child first name TE” is used in a repeat dialog, and the end-user
ultimately enters two (2) values (e.g., Bob and Cindy), the following table shows how to
access these variables in the text of a question.

Variable Value
%% [Child first name TE]%% Bob and Cindy
% %[ Child first name TE#1]%% Bob
%%][Child first name TE#2]%% Cindy

A training module for creating Repeat Dialogs is available at:

http://www.a2jauthor.org/drupal/?q=node/233
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REPORTS TAB

Reports Tab

Spelhoeck, peer revien; and tronbleshooting of your interviay can all be done 1with
the belp of a repont.

eports of A2] Guided Interviews” are available in two formats: Full Report

and Script for Audio. To create a report, first select the “Report” navigation

button to arrive at the Report tab where you will find a “Create Report”
button for the Full Report format and a “Create Script” button for the Script for
Audio format. Either report type can be viewed and, ultimately, printed by selecting the
button for the desired report (Figure 159).

- Full repart options: Suppress field ists | Suppress default prompts
eps N
* Imcludde field lists = Include default prompts
Step Filter: All Steps i
Preview
Upload
Sorts o . (QEIEHESE)

b

Figure 159: Report Tab options include a Full Report and a less detailed Script for Audio report.
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Upon selecting either the “Create Report” or “Create Script” button, the
corresponding report is populated in your internet browser for viewing. You can save
the report by copying the text (|Ctrl]+A and [Ctrl]+C) and pasting it ([Cttl]+V) into a
text editor. A description of the features and purposes of each report type is found
below.

Full Report

A Full Report can be used for troubleshooting an interview or peer review. On the
Report tab you will find “Full report options” which include filters for limiting the
interview information shown in a Full Report. These filters include radio button
options for “Suppress field lists” or “Include field lists,” Suppress default prompts” or
“Include default prompts,” and a drop down menu “Step Filter.” The defaults are set
to include the most information you may obtain in a Full Report.

A Full Report with the default settings of “Include field lists,” “Include default
prompts,” and “All Steps” includes the following elements:

*  the metadata recorded under the Interview Tab (Figure 160);

My Interview

Interview

*

Title

Jurisdiction

Language

dyatar

Author

&llow Send Feedback?
Feedback Email

Exit

Yersion

Created by A2] version
Description

History

Templates

Customn End Graphic
Custom Branding Logo Graphic

File name

My Interview

Jurisdiction of my interview
English

blank

ANonymous

Yes
webmaster@legalald. org
{415-Exit Question
3/29/2010

2010-01-19

This is a description of my interview.
Interview created 3/29/2010

ChUsers\user\DocumentsiLogo PNG
ChUsers\usery\DocumentsiLogo, PG

ChlUsersyuseryDesktop\My Interview, a2j

Figure 160: Interview metadata section of a Full Report.

a complete list of the variables (Figure 161);
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Variables

Name Questions
User Gender | (0) 3-Gender
Client first name Te | (0) 2-Name
Client middle name TE | (0) 2-Name
Client last name TE | (0) 2-Name

User Avatar

Figure 161: Variables List in a Full Report.

*alist of the interview’s Steps (Figure 162); and,

Steps

0. ACCESS TO JUSTICE
1. DO YOU QUALIFY?
2. DO YOU AGREE?

3. YOUR INFORMATION

Figure 162: Steps List in a Full Report

* the details of each Question (Figure 163).

Question | 1-Sample (4)
Name

Text | Text of my first question goes here.
Text Audio | 1-1-Sample.mp3
Learn | Here is a sample Learn More question?

Help | Here is sample text for Question Help. Click here to see the pop-up text.

Hypertext | Popup text

Click here | Here is some sample text in a pop-up.
1-1-pu-Clickhere.mp3
Help Audio |1-1-h.mp3

Fields | || apel Variable Value | Type Optional | Min  Max | Prompt List
Please Explain textlong  Required |- - You must type a response in the highlighted space before you | -
explain: script TE can continue. 1-1-p-explainscript.mp3

Buttons ||| ahel | variable Value | Next
Exit [Exit - User does not qualify]
http://www.a2jauthor.org
Macros | pyent Condition Action Comment
BEFORE | HASANSWERED([Client middle |« IF TRUE THEN SET Client name TE=%%/[Client first name TE] + " " + [Client
name TE]) middle name TE] + " " + [Client last name TE]%%

« IF FALSE THEN SET Client name TE=%%][Client first name TE] + " " + [Client
last name TE]%%

Figure 163: Sample format of Question in a Full Report.
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If you would like less information or specific information shown in a Full Report the
following filters are available: Suppress Field Lists, Suppress Routine Prompts, and the
Step Filter.

Suppress Field Lists

If you have attached a list to a question for use in a drop down menu, for example the
names of all the U.S. states, in a Full Report you will see that list of all the states
displayed. Depending on the length of your list this could take up quite a bit of space
in your report. If you select the “Suppress field lists” radio button instead of the default
“Include field lists” then your attached lists will not be shown in detail (Figure 164).

Suppress Routine Prompts

In a Full Report with the default option “Include default prompts™ selected, you will
see the language entered as a prompt for each interview question displayed in the
Question section of the Full Report. If you do not wish to see this language for each
question, select “Suppress default prompts” and then you will see “default” instead of
the prompt language for each question.

Suite/Flo |HOA text Option |- |- |[defaul |-

or: addre al t]
552
TE

City: HOA text Requir |- |- [defaul | -
city ed t]
TE

State: HOA textpick Requir |- |- |[defaul|Listfile: C:\Usersiuser\Documents\Work-
state ed t] CAIT\Collaborations\CaliforniaHome ownersiJs
MC _states.xml

Zip HOA number Requir |- |- [defaul | -

Code: zip TE zip ed t]

Figure 164: Full Report Question without the Prompts and Field Lists

Question 2-HOA Info (54)
Text First, please provide the address information for the HO& or its agent
Hypertext | Popup texl
agent | Again, the property manager, a debt collector, or an association attomey may be the entity who has billed you. Please
provide the address information of the person who has billed you. If you have made payment arangements with the HOA,
ther make the payrment Lo tham.

Flelds [y abel Variable | value | Type Optional  Min | Max  Prompt List
HOA or HOA ar taxt Reaquired - - You must -
agent agent type a

narme response in

e the
highlighted
Space
before you
can
continie.

Address: HO& text Required | - - Youmost -

address lype a

1 TE response in
the
highlighted
space
before you
can
contire.

Figure 165: Full Report Question showing the Default Prompts
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Step Filter

If you wish to review only a certain section of interview questions in a Full Report, this
drop down filter will allow you to choose which “step” in the interview to display. The
default setting is to show the questions for “All Steps,” but you may choose one
individual Step for your Full Report instead.

Script for Audio

A Script for Audio is a slimmer version of the Full Report, only including the relevant
text of the interview for purposes of spell checking and recording audio clips. Of
course, like the Full Report, it may also be used for peer review of the text of the
interview. A short sample of its format is pictured below (Figure 1606).

My Interview

Questions
0: 1-Introduction

This is the introduction.

0: 2-Name

Enter your name.

Field | Prompt
First: (text) | You must type a response in the highlighted space before you can continue.
Middle: (text) | You must type a response in the highlighted space before you can continue.
Last: (text) | You must type a response in the highlighted space before you can continue.

0: 3-Gender
Choose your gender.

Field | Prompt

Gender: (gender)  You must choose either male or female from the highlighted selection before you can continue.

1: 1-Sample

Text of my first question goes here.

1: 1-Sample.help

Here is a sample Learn More question?

Here is sample text for Question Help. Click here to see the pop-up text.

Hypertext | Popup text

Click here |Here is some sample text in a pop-up.

Figure 166: Sample format of a Script for Audio.
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Preview Mode

W hen all else fails Previen; Previey; Previen!

P reviewing your A2] Guided Interviews" is an essential function of authoring. Tt
is important to “see” what the end-user will see before it is finally uploaded and

published over the web. For instance, while authoring an interview, you may
find, after previewing it, that you have added too much information in a single
Question. Or, you may find that you could have formatted the information better, so
as to make the Question more clear for the reader.

Finally, by previewing, you can troubleshoot the interview. You can determine whether
Questions are flowing propetly and whether information is being propetly collected
through the use of the variables and conditions you have written into each Question.

This chapter will explain how to enter Preview Mode, conduct a simple preview, and
use the Preview Mode toolbox to troubleshoot the interview.

Entering Preview Mode

You can reach the Preview Mode in two ways. First, you can select the “Preview”
navigation button from the main menu. The Preview of the interview will begin with
the starting question ( Figure 167). You can also Preview by selecting the “Preview”
button from within the Question Design Window when editing a particular Question.
This route allows you to Preview the interview, beginning with the Question which you
are currently editing (Figure 168). A2J Author” remembers where you began your last
preview session, so that if you later select the “Preview” navigation button from the
main menu, you will begin a preview at the starting point of the last preview session,
instead of at the beginning of the interview.
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v Y —

_ (0)1-Introduction :VWelcome to the Fen-‘_ @' _2-%
(0)1a - Intr 2= E‘[’
(0)2-Intro Helln %! i E =
(1)1- Do you Owe Fees? :“—"’l
_:/ (1)1a- Do you Owe Fees?-2 ‘;I
Report (2)1- Good Faith? :%%[Client first ni Iﬁﬁ
(2)2- Does Not Qualify :%%{Clisnt fil -
Preview (3)1 - Public Assistance? :%%[Client \ ( . .
S (312 - MediCal Number? Do you have The first time you select the
(3)2a - MediCal Number?-1 :%:%[Cliel “ H ” H
(33 - Social Security Number? :Do y Prev' eW fro m th € main m enu !
(3)3a - What s your 55 Number? % the preview will be at the first
(3}4 - ihat s your Birh Date? 4% question in the interview.
{4)1 - Have a job? :%%(Client first ng . .
(£)2 - Variable Pay? S4[Cliant first Later preview sessions launched
(4)3 - Average monthly pay? :%3%C! from the main menu will being at
(4)3a - Average monthly pay? :How . . .
e oo the starting point of the previous
(4)3c - How Many Months?-1 :How r Urevlew SeSSlOn .
(4)3d - One menth pay :How much m =
@@ ®0 L= |
Starting Point: (0)1-Introduction :Welcome to the F| 7
Exit: | <none= ] fit_100% ) 66% | 25% ; 10% | §% ) .

Figure 167: Preview Mode launched from the main menu.

Fee Waiver [Sample Fee Waiver.a2]]

Question Design Window

Step: 3. PUBLIC ASSISTANCE

undafred, arm you mea

Name: | 1 - Public Assistance? b{ | ommmman assistance
G af Mo of e Tolowing
e S | pugrarva? (Check all et
B /%P ag:[ 1B @ .
uastion o | 9 55 enpiemenint Seceri
2 Text: %% [Client first name TE]%%, are you receiving government assistance from - :-L:if s

B 5P {Suppimaris
[ p——

B Stua Frusnsisl Assislens

8 Cousty Reliel, Sanem!
Relel (G.R.| o Ganara:
Asssinnoe (G

8 Food Sames

one or more of the following programs? (Check all that apply)

B Hzne althe abown L
\ | When “Preview” is selected =
[ utns | |reammee[ | from within the Question
1 1| czimm 7iog Design Window, the
Hel: preview session begins on
that question.
— \.
( e \| Design Notes:
—— “Wour state may different or |+
Text . additional government
assistance programs. To
Text Reader add options, create
Tag: TruelFalse checkboxes
under the Fields Tab. In
Counting Variable: ‘ - addition, whether or not job
information should be -
ﬁ | —"

Figure 168: Preview button in Question Design Window

Once in Preview Mode you will see the interview interface and a Preview Mode
toolbox (Figure 169). To return to the Question Design Window for the current
question, select “Edit This.” (Figure 169). To return to the Question Design Window
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for the question where you began your preview session, select the
button (Figure 169). If you had launched your preview session from

“Resume Edit”
the main menu,

then you will be returned to the Question tab interface (Question List and Flowchart).

@ A2) Auther

& sack & NeXT MY PROGRESS 6 Please enter your name and select your gender: v

SEND FEEDBACK

SAVE & EXIT

@ 2C al‘T Justice
T CHICAGOE

Please enter your name and
select your gender:

Middle| \

:.ﬁ\\

M

S
ﬁ

sei | ®
=

Last: ‘ Doe

Gender:© Male
@ Female

Prevnew Mode

FEE WAIVER
APPLICATION

This program was developed under grants from the State Justice Insttule (SJI grant number SJI-04-N-121), Center for Access lo the Courts through Technology; Chicago Kent
College of Law, Genter for Computer-Assisted Legal Instruction (CALI). and Legal Services Carporation (LSC). The points of view expressed are those of the authors and do
not necessarily fepresent the official position or policies of the SJI, Center for Access to the Courts through Technology, Chicago-Kent, AL, or the LSC

©2000-2007 Winois Institute of Technology - Chicago-Kent College of Law and the Canter for Computer-Assisted Legal Instruction

Figure 169: Preview Mode

Simple Preview for Formatting and Content

SJI

A simple preview of a Question allows you the opportunity to test a number of
formatting concerns. Here is a list of items that can be checked while conducting a

simple preview of a question:

1. BUTTONS: Does the button work propetly? Does the question connect
to the intended question? Even if the button works propetly, does the flow
make sense to the end-user? Is it logical?

2. REQUIRED FIELDS: Are all of the required fields programmed as “user
must fill in”’?

3. FORMATTING: Is the formatting of the text in the question, pop-ups,
and question help clear? Is it too verbose?

4. HYPERLINKS: If there are hyperlinks, do they work? Should more

words be included in the hyperlinked phrase to ensure the end-user will

not have trouble selecting the link?
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Previewing to Troubleshoot

Preview Mode includes a toolbox (Figure 170) from which you can select an Interview
Variables window and an Interview Script window. Both of these items are crucial to
troubleshooting an interview.

[
Preview Mode

. Variables
{ Script )

. Edit This
.[Resume Edit »

Figure 170: Preview Mode Toolbox

Interview Variables Window

The Interview Variables window contains the names of each variable and its value as it
is collected during the preview of the interview (Figure 171). In the event you test a
repeat dialog, the window will show, under the “Loop” heading, how many times you
have repeated a loop. For instance, if you repeated a loop three times to collect names
of children, the list would show the variable “Child first name TE” three times in the
Variables list, with a 1, 2, and 3 listed in the adjacent Loop column, respectively.

= i
| Interview Variables B
T ¥ ¥ x
open save save as clear
Variable « [Loop Value -

Client cash amount | nfa
Client checking TF | nfa
Client child support | nfa
Client city TE n/a
Client clothing MU | nfa
Client dependents b nfa
Client employer add| nfa
Client emplayer city| nfa
Client emplayer narn| nfa
Client employer pos| nfa
Client emplayer stat| nfa

Client employer stre| nfa

Client employment 5| nfa

Figure 171: Interview Variables window.

Testing and retesting is made easier by the open, save, save as, and clear buttons all
located at the top of the Interview Variables window. Using the “clear” button,
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represented by a red “X”(Figure 171 and Figure 172), you can retest a question with
new data.

If you do not have time to finish testing an interview, the collected variable values can
be saved, by selecting the “save” button. To resume testing, enter Preview Mode using
the Question Design Window for the last Question tested. Once in Preview Mode you
can open a previously saved answer file by using the “open” button.

Variations of the test values can be made by clicking on a variable’s value and entering
a new value. Variations of the variable values collected during any session can be saved
using “save as.”

Saving a complete answer file is a mandatory component of testing an interview with
its corresponding HotDocs"® template. For more information on testing an interview
with a HotDocs® template, see the “Testing an A2] Guided Interview™ with
HotDocs™ chapter.

The Interview Variables window is very helpful in troubleshooting because it tells you
immediately if you have failed to assign a variable to a field (Figure 172). If no value is
reflected in the Interview Variables window after completing the question being tested,
then you know you have to check the Question for a variable.

|
& waox ) nExT MY FROGHESS | £ Plaase anter your name and select your gender: v SENOFERDRACK  RAME L EIT I
@ Access To Justice Intarviow Variables 8

L. u *
! y x

open e T

| | Variabla - _I.A'.\OI'I _valuo -
Client federal incoms n/a

T | Client federal incoms nfa
BEEH| John — | | | Client fees can pay " n/a

T

T
Middle:| - ! || Chent fits today TF | i
. flent first name TE nia John

Please enter your name and
selecl your gender

Las"' Doe Cllent first source of n/a
Gender; @ Male Chient first source of | nfa
O Female

Clisnt food NU nia
Client foed stamps T nfa
Client fourth source - nfa

: &
m Client fourth source - n/a
Client free legal serv nfa
Client gender MC  nfa Male

FEE WAIVER

APPLICATION
Preview Mode | l T I
Thin oy m m thes State Jusicn naliute (S0 grand rumbee S11L04-N-121), Conter for Accass lo lha Courts hicugh Technology, Chicaga Kanl
ol e e e e Lengal Insruciiun (ALY, ardd Legal Services ST} The pints of ane Fxme of the suthors and do
ol e by bepresen the offoal position o policen of B BJ1, Corer for Accas i ihe Courts ihosgh Tachnokgy, Chioego Keet. CALL o s LEC

5 00000 Mhriss Insddub of Technology « Chicago-Hant Collage of Liv and e Cante 1o CompulisrAsssiad Logal insincton

Figure 172: Interview Variables window in Preview Mode.
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Interview Script Window
The Interview Script window allows you to inspect how A2] Author” is treating each
action associated with a question (Figure 173).

The Interview Script window will first show you the name of the question you are
evaluating. In Figure 173, the first question listed is “(4)2 — Variable Pay?.” The
window will then identify which button was selected as you moved through the
question. In Figure 173, the button selected was “Continue.” The window will then
reveal the variables for which the question was seeking values and the value of the
variables collected upon clicking the button. In Figure 173, the variable “Client pay
change MC” collected the value “changes.”

Similar to the Interview Variables window you will find a “clear” button located at the
top of the Interview Script window, represented by a red “X”. Using the “clear”
button removes the actions you have already tested from the scripting window so that
you can easily test and retest a question with new data.

The Interview Script window will also show the evaluation of every advanced
condition contained within that question. More specifically, a condition is shown in
green if the condition evaluates as true. When a condition evaluates as true, the
Interview Script window will also show how A2] Author® handled the actions
conditioned on the advanced condition script.

If the conditioned action is to set the value of another variable, the window will show
that is has “SET” a variables value according to the advanced condition scripting. As
multiple values for multiple variables can be set off of one condition, it is possible to
see a number of “SET” statements following a true (green) condition statement. If the
conditioned action is to alter the destination question at that point in the interview, the
window will show that the interview will “GOTO” the question designated in the
advanced condition scripting.

In other words, this window lets you know what A2] Author” is “thinking.”

5 -
[ Interview Script: % B8 |
{4)2- Variable Pay? &

“ou pressed Continue

Cliert pay changes MC=changes

Cliert pay changes MC=changes

[Client pay changes MC="changes"? =TRLE
ZET Client wariable income TF=true

Client wariable incame TF=true

[Client pay changes WMC="staysthesame"? =FALSE

[Client pay changes WMC]="changes"? =TRLE
GOTO (493- Average monthly pay?

{4)3- Average monthly pay?

|. Evaluate

e

Figure 173: Interview Script example.
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In the example above, the variable “Client pay change MC” was used to collect one of
two values from a multiple choice question using radio buttons. The two values used in
the multiple choice were “changes” and “staysthesame.” After the tester pressed
“Continue,” which is reflected in the script as “You pressed Continue,” you can see
that A2] Author” assigned one of the multiple choice values to the variable, in this
case, the value assigned is “changes.”

Then, you can see that three advanced conditions were included in the question. All
three advanced conditions tested the value of “Client pay change MC.” The first
advanced condition (Figure 169), which appears in the Interview Script as “[Client pay
change MC|= “changes”?,” tested if the value of the variable equals “changes.”
Because the value did equal “changes” the condition evaluated as true and is in green
text. Furthermore, because the condition was true A2] Author® completed the
conditioned action, which was to set the value of another variable. The Interview Script
represents the setting as “SET Client variable income TF = true.”

The second advanced condition (Figure 169), which appears in the Interview Script as
“|Client pay change MC]= “staysthesame’?,” tested if the value of “Client pay change
MC” was equal to the value “staysthesame.” Because that was not the value of that
variable, the condition statement was evaluated as false and is in red text. Thus, none of
the actions predicated by that condition were completed.

The last advanced condition (Figure 169), which appears in the Interview Script as
“|Client pay change MC]="changes”?,” tested again if the value of “Client pay change
MC” was equal to the value “changes.” The conditioned action was to set the
destination question as question “(4)3-Average monthly pay?.” Because the condition
evaluated as true, the interview was directed to the destination question set by the
condition. The Interview Script represents the setting as “GOTO (4)3-Average
monthly pay?.”

You can also inspect variables and run expressions in the Interview Script window. Just
type in the expression and press the evaluate button. NOTE: Pressing enter will not
evaluate your expression but will instead cause a button within the interview to be
selected. So be sure to click on the evaluate button with the mouse when using that
feature.

In the chart below you will find a description of each type of colored text in the
Interview Script window and what it represents. In addition, the chart provides a
definition of the action commands “SET” and “GOTO.”
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Interview Script Decoder

Black text The name of the question being evaluated.

Represents what button was selected. The statement is prefaced by
the words “You pressed.”

Tan text

Variables for which the question is collecting values in any type of
field, text, number, radio buttons, checkboxes, etc. If it appears
underneath a green advanced condition statement, then the variable
is being set as a result of the condition.

Blue text

Advanced condition evaluation. If the advanced condition is in
green, it represents that the condition is true. Any actions set as a
Green text result of the condition, either to “SET” a variable or to “GOTQO”
another question, will be reflected below the condition and
indented.

Advanced condition evaluation. If the advanced condition is in red,
it represents that the condition is false.

Red text

“SET The word “SET” shows what variable is being set with a
predetermined value as a result of a condition being true.

“GOTO” The word “GOTO” shows what destination question the current
question is being directed to as a result of a condition being true.
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UPLOAD A2J GUIDED INTERVIEWS®

TO LAWHELP INTERACTIVE Chapter

Upload A2J Guided
Interviews® to LawHelp
Interactive

“Associate” your HotDocs™ Templates with your A2] Guided
Interviews® on the “National Server”

I he majority of A2] Guided Interviews” uploaded to LawHelp Interactive
(“LHI” or “the national server”) are used for document assembly in
conjunction with HotDocs” templates. In order for document assembly to
function propetly on the national server, A2] Guided Interviews” must be associated
with their corresponding HotDocs® templates. Association of the interview and
template are accomplished through the upload process.

Note: A HotDocs® template must be uploaded to the national server in order to
upload an A2] Guided Interview. So, even if the purpose of your A2] Guided
Interview is to provide information to the end-user and not necessarily to assemble a
document, you will still need to create a simple document in HotDocs. Often,
developers will design a simple one-page information sheet on the relevant topic area.

In this chapter you will find instructions for the following:
* Setting Up HotDocs” for uploading HotDocs” Templates
*  Obtaining the HotDocs"® Template ID and URL

*  Uploading A2] Guided Interviews® to LHI
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Setting Up HotDocs® for Uploading Templates
@ Highlight the template that you want to upload in the HotDocs” library.

a. Note: The template you highlight and upload should be the master
template. If this is an update, it should be the same template you
uploaded to create the link.

@ Click on Tools = Publishing Wizard ( Figure 174)...

Note: You must be a registered template provider with LHI. If you are not a registered
uset, you may register at http://www.lawhelpinteractive.org as a template providet.

Cf) California Homeowners.hdl - HotDocs 2008 Professional Edition

UFiIe Edit View Template | Tools | Help
iﬁ = | |$:|Assemble @ Answer File Manager 'S’ By |+|:| ] | | ﬁi

-
E|- California Homeowners | *° Component Manager —’W‘
Pay Under Protest Lett @ Template Manager

Bl Pay Under Protest Lett| 17 [ RNt te Properties
[E) Housing Payment Unc Hidden Data Remover...

Title: Pay Under Protest

.__t}] HotDocs Automator

Upload Answers... Type: Word RTF Template
Refresh Cache ilz narne:  Pay Under Protest Lef]
€. Update Template Sets... File path: Documents\Work-CAl
2] Assembly Queue scription:  mone
rP Options

Figure 174: Tools Menu, HotDocs®.
@ Select “Template Files for use with HotDocs” Server” (Figure 175).

@ Be sure to also select “Include templates used in INSERT and
ASSEMBLE instructions” (Figure 175).
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1" Publishing Wizard | ——

Publishing Options

Publish as

_ 1 Standard template files

) Individual auto-install files (HDI)

) Individual auto-assemble files (HDOA)

") Template =et in a single auto-install file (HOT)

) Template =&t in a single auto-assemble file (HDA)
@ Template files for use with HotDocs Server

Include templates used in INSERT and ASSEMBELE instructions
Local folder for published files:
CiUsers'wser\Documents "\ Work-CAJ T Collaborations Hot Docs-InProgressy. +

&

Web destination for published files:

[Naﬂonal Server vJ @

Load Settings < Back [ Mext = l[ Cancel I I Help

Figure 175: Set a destination for Local Folder in the Publishing Wizard.

) Set a destination for Local Folder for Published Files. This can be any
temporary directory.

© Click on the pencil on the lower right side of the dialog box.

a. In Web Destination type in:
http:/ /upload.lawhelpinteractive.otg/HD_Upload.aspx.

b. In Friendly Name type in: National Server

e. Click OK (Figure 176)

Web Destination [F &
RL:
hittp: # fupload. lawhelpinteractive. org/HD L pload. azps lﬂ]

Friendly name:

M ational Sermver

ak. J l Cancel

Figure 176: Set a Web Destination and corresponding “Friendly Name”.

@ Now make sure that the Web Destination for published files is set to
“National Server.”
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® Click Next
© Click Finish

a0y Click OK when the following screen appears (Figure 177):

Publishing Wizard X

. | The items you selected have been published to the folder

Ch\Users\user\Documents\Work-CAIT\Collabeorations\HetDocs-InProg
ressh

Figute 177: Finish the Publishing Wizard by selecting OK.
an Component Files should also be optioned to work with HotDocs Server.
a. Open the Component Manager (Figure 178);
b. Open the Component File Properties (Figure 178);
c. Locate the HotDocs Server tab (Figure 178); and,

d. Check "Enable template for use with HotDocs Server" (Figure
178).
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INTERVIEWS®

INTERACTIVE

L

RN (X ICLY
N

eryview outline initially zhowing
| 7] Resource pane initially showing
Ingtant Update imtially OM

b [ Single-page interview initialy M

i | General | Interview | Azzembly I Hidden Data [wWord) | GDtDUCS Server hnswer Upload

o Enaple template for use with HotDocs Server

Allowe user to hided show interview outline
Allow uger to hide/ show resounce pane
Allowe uzer to tumn Instant pdate ondoff

[ Allaws uzer b bumn single-page inkervievs on/off

a8 Component Manager ===
jrung Paym 7 Component file: D] bers
C:% . APay Under Protest Letter Template. crmp
mponents E
DA = /YT, = 1[AT]
Caornponent File Properties - Pay Under Pratest Letter T, mp "% ==

Figure 178: Component File Properties Dialog Box.
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Obtaining the HotDocs® Template ID and URL on LHI
@ Using HotDocs®, upload the HotDocs® template that is associated with your
A2] Guided Interview to the national server and activate it. (Note: If the
HotDocs” template has already been uploaded you do not need to upload it
again. Simply log-on to the LHI server; select the “Manage Content” link;
select and “view” the template to obtain the Template ID number; and,
proceed with uploading the A2] Guided Interview.)

a. Select the button that says “Click to upload template files.”

Communications has been established and HotDocs is ready to
upload 1 template and 3 ancillary files.

Click to upload template files

Figure 179: Click to upload template files

b. In the next browser window, type a name for the template in the
Name Field, select the state that you are in, and if you are uploading a
template that has several attachments, make sure that the Master
Interview File is selected. Then click “Publish Template.”

nUp Login Help Email Us
Mame: |
State: | Al States |
Ir:?:ri:zivFile: |pa}r under protest letter template v|
Publish Template |

Figure 180: Name the template to obtain template ID

e Once the HotDocs® template is activated make sure to note the
Template ID as shown in Figure 181. You will need the HotDocs”
Template 1D later. You can view the Template ID at anytime by
viewing the Template properties.
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[5]LawHelp

Sign Up ‘ Legin | Help | Email Us |

Temporary Template Data

Your Temporary template D for this upload
. 8512, You will need this ID to test and
activate the template.

The uploaded template setis associated
with the following information:

Template Mame: TestTemplate
State: i

pay under
Mastertemplate file:  protest letter
template

Uploaded Files: pay under
protest letter
template.rif
pay under
protest letter
template.js
pay under
protest letter
template.cmp
pay under
protest letter
template.hwc

Close Window

Figure 181: Obtain Temporary Template ID from LHI server. Record it and don’t lose it!

@ Once you have recorded the Temporary Template ID, close the browser
window and open another. Go to lawhelpinteractive.org and log in. You must
be registered as a template provider on the LawHelp Interactive system.

(3) Once you have logged in, click on “Manage Content,” see Figure 182.

Useful Links

m Find Legal Information and Forms

m Learn More About LawHelp Interactive
n Manage Content -«

m Contributor Portal

m Update Your Personal Information

m Share or Delete Your Answers

Figure 182: Manage Content link.
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@

¢

From the manage content screen, select “Template” from the “Add New”
drop-down menu located in the upper right-hand corner of the screen. See
Figure 183.

IN?mCTgEP

Legal documents made simpler

My Account ‘ Log Out ‘ Help ‘ Email Us ‘

| [ view | [ edit | [ sharing |

actions v | display v [ add new... v i
' ' & template

Uploaded Templates and A2J Interviews

Figure 183: Template option in Add New drop-down menu.

Next, you will need to complete some information about the template. First,
you will need to enter the following information (see Figure 184):

a. Template Title (This is a short title for the template that will be
visible to the public when they begin an interview.)

b. Template Description (This is a short description to describe this
template. It will be visible to the public when they begin an interview).

c. Temporary Template ID: input the Temporary Template ID that
you recorded eatlier.

d.  State: Select the state that this template is for.

e. County: Type the applicable county or counties for the template. If all
counties, type “All.”

. Available to all registered users? If you would like other template
providers to be able to  download this template, then check this box.

g. Display Live Help: If your program uses LiveHelp and you would
like LiveHelp enabled for this template, then check this box.

h.  Survey URL: If you have an existing end-user survey that you would
like to associate with this template, then enter the appropriate URL in
this field.
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INTERVIEWS®

Add Template

Template Title =

TestTemplate
Template Description s
For testing only
Temporary Template ID =
8512

Statew
Idaho

.
Indiana ;
lowa

Kansas X

County

|

[ Available to all users?
[~ Display Live Help

Survey URL

hitp:1f

Figure 184: Add Template Fields: Template Title, Template Desctiption, Temporary Template
1D, State, County, Available to all users?, Display Live Help, and Survey URL

© Next, you will need to select the appropriate National Subject Matter Index
code for the template. First, select “add topic” as shown in Figure 185. Then,
complete the first level selection and any subcategories in the Add NSMI items
screen. Be sure to select “Add,” so that the code shows up under “Currently
selected items,” then select “Save.” First, you will need to enter the following

information (see Figure 180):

-
&
-

o
n
w

Hational Subject Matter Index Code m

T
=2

Figure 185: National Subject Matter Index Code "Add Topic" button.
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Add NSMI items

Levell

USE TNIZ TIEKD 10 Make a Tirst 1Ievel Selection.

Other [=]

Level2

ze thiz field to make a zecond level zele

—Selecta suh—categnw—E

a]

Currently selected items:
Other:1990000:12319 G

Clear Save

Figure 186: Add NSMI items screen.

@ 1f you entered the NSMI code correctly, it will show up in the Add Template
screen (see Figure 187):

National Subject Matter Index Code

2 O clicking on the /04 Toplc bution.

ou must save your changes.

Other: 1990000 - Quu—

Figure 187: Add Template Screen showing NSMI code.

@® Complete any general purpose notes and select “Save” (see Figure 188):

Notes

General purpose notes area.

save|| o cancel

Figure 188: Notes field and Save button in Add Template screen
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© You’re not quite done! Now click on “Activate Template” (Figure 189).
Once the template is activated, a URL will be displayed (Figure 190).

[ view | [ edit | [ activate template |mkseg |

Changes saved.

TestTemplate

by Rachel Medina — last modified Dec 22, 2009 02:50 PM
Template Title:
TestTemplate

Template Description:
For testing only

Temporary Template ID:
a512

template_id:

State:
lNlinois

County:

Available to all users?:
Yes

Display Live Help:
Mo

Survey URL:
http:ii

National Subject Matter Index Code:
Other:1980000

Notes:

Figure 189: Activate Template button in header menu.

[ view | [ edit | [ activate template | | sharing |

Template Activation

Template has been activated.

Use this URL on a state wide website: hitp:/test.npado.orgdogin

Click to Test

Figure 190: URL generated once "activate template" button is selected.

Note: The URL generated for the HotDocs template will not be used on your website
in the event you will be associating the HotDocs template with an A2] Guided
Interview. Once you upload the A2] Guided Interview, another URL will be generated
which you will ultimately post on your website for access by end-users.
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a0y VERY IMPORTANT: If you are using an A2] Guided Interview for this
template, click on the “View” tab and record the Template ID (not the
temporary template ID). You will need the new Template ID number (see
Figure 191) later in order to upload the A2] Guided Interview.

Template Title:
TestTemplate

Template Description:
For testing only

Temporary Template ID:
8512

template_id: —
5281

Figure 191: New "Template_ID" available under the "View" tab.

Uploading A2J Guided Interviews® to LHI
@ First, verify that A2] Author® is configured to upload to the proper Web
address (URL). You will only need to perform this step once.

a. Double click on My Computer and browse to the directory where A2]
Author” was installed. The default installation directory is C:\Program
Files\CALI \A2] Authot®™

b. Find the file called “A2JAuthor.ini” and double click on it. The file
should open for editing in Notepad.

c.  Verify that “InterviewUploaderURL="" either of the following:
Version 3.0: http://upload.lawhelpinteractive.otg/A2]_Loadet.aspx
Version 2.0: http://upload.lawhelpinteractive.org/A2]_upload.aspx

d If you are running Windows XP, modify the entry for

>

“InterviewUploaderURL="", save the changes and close Notepad.

e. If you are running Windows VISTA, you must be an Administrator to
make this change, plus take the following additional steps:

i. Go to Start Menu; locate "Notepad;" right click on Notepad;
select "Run As Administrator;" select file-open; navigate to the
Aini file above; make the change; save; and, close.

ii. Navigate to C:\Users\(YourName)\AppData\Local
\VirtualStore\Program Files\Cali and delete the two .ini
files that are there (a2jauthorini and a2jviewer.ini)

iii. Re-start A2] Author” and run the registration screens.
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@ Next, you must either attach media files (audio, graphics, and video) to your
interview or verify that all media fields are cleared.

a.  To upload media with your interview, you need to first attach all of

your audio, graphics, or video clips throughout the interview (see the
“Adding Media” chapter.)

b. If you used an interview off of the server as a template for your
interview, your interview may have references to media files that you

will not be using. Thus, you must clear all references to media files.

i. To clear all media file references, select the “Clear All Media”
button, located under the Upload Tab (Figure 192).

Figure 192: Clear All Media button found under the Upload Tab.

® You are now ready to upload and activate A2] Guided Interviews”. The
process for uploading and activating A2] Guided Interviews® on LHI is neatly
identical to the upload and activation process for a HotDocs® template.

a. Open A2] Author® and your A2] Guided Interview. (If you have
made any modifications to the file after opening it, be sure to save it
first before uploading; otherwise, any changes you made will not be
uploaded.)

b. Click on the upload button in A2J Author® as shown in Figure 193.

My Interview [TestInterview.a2j]

C:\Program Files\CALNEndingGraphic .swf
C:\Program Files\CALIN_ogoGraphic._jpg

C:\Program Files\CALI\ProSeAuthorFlowChart-02.gif
e \Program Files\CALINJS_states.xml

C:\Program Files\CALIVideo flv

‘SEND FEEDBACK
Upload your interview: 9
— e
Files to upload:
C:\Program Files\CALI\Testinterview.a2)

Figure 193: A2] Author Upload Tab and Upload button.

149



UPLOAD A2J GUIDED INTERVIEWS®
TO LAWHELP INTERACTIVE

c. After you click the Upload button a security warning may pop-up
verifying you want to run the Interview Uploader program. Select
“Run” (see Figure 194). (You may also wish to uncheck the “Always
ask before opening this file”” checkbox.)

Cpen File - Security Warning (et o

The publisher could not be verified. Are you sure you want to
run this software?

@ Mame: ..JAuthor3-0-T\A2) Author Interview Uploader.exe
Publisher: Unknown Publisher
Type: Application
From: C\Program Files\CALTAZJAuthor3-0-T\A2) Autho...

Fun ] [ Cancel

Always ask before opening this file

publisher. You should only run software from publishers you trust.

'@' Thiz file does not have a valid digital signature that verfies itz
= How can | decide what software to un?

Figure 194: Security Warning for A2] Author Interview Uploader program.

d. The A2J Author Interview Uploader (see Figure 195) will identify the
file sizes for each file being uploaded and the total size of the upload.

-
5 A2) Author Interview Uploader =HACIAC X
Size MB |
M\Usershwser' AppData'Local' Temptinterview xml 3241 .003
rogram Files\CALI"EndingGraphic. swf 13575 013
rogram Files\CALI"LogoGraphic jpg 17171 016
rogram Files\CALI"ProSeAuthorFlowChart-02 gif 35,689 034
rogram Files\CALINUS_states xml 2,090 002
C:\Program Files“CALIVideo flv 3,701,248 353
Upload files
hitp:/Aestupload npado .org/A2)_Loader aspx
Total size 3,773,394 bytes (3.599ME)
_ |

Figure 195: A2] Author Interview Uploader screen.

Note: The A2] Author Interview Uploader is capable of uploading any number of files,
each with a file size limit of 100MB. However, the LHI server currently limits interview
uploads to a combined file size of 16MB. If you have questions regarding the file size
limitation imposed by the LHI server or have an interview that exceeds this limitation,
you may e-mail an inquity to the managets of the setver at npado(@probono.net.
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e. After you click the Upload Files button in the A2] Author Interview
Uploader, a web browser will open up as shown in Figure 196 below
prompting you to fill in values to define the A2] Module Properties.

i. Enter a name for your interview.

i. IMPORTANT: Enter the Associated Template ID for the
HotDocs® template that you uploaded eatlier that will work
with this A2] Guided Interview. This will be a number value.

ii. Select the state that this Interview will be used in.

iv. Click “Publish Template.”

DIINTERACTIVEP

Sign Up ‘ Login ‘ Help ‘ Email Us ‘
Define A2J Module Properties

Mame:

Testinterview

Associated
Template ID: 5281

State:

e NPADOLand M

[ Clear ] [ Publish Template ] ——

Figure 196: Define A2] Module Properties portal on LHI server.

f. After you click “Publish Template” a new web page displaying a
Temporary module ID (e.g., “Temp_A2]_36477) will be displayed as
shown in Error! Reference source not found.Figure 197 below.
IMPORTANT -> Record the Temporary module ID number.
The Temporary module ID is needed for activation.

A2J Upload Completed
Yaour Temporary module [D for this upload is: Temp_A2J_3647.
This temporary module is associated with the following information:

Template Mame: Testinterview

State: ZZ
You will need this ID to test and activate the A2J Authored Module.

Figure 197: Temporaty IDs for A2] Guided Interviews® should be recorded.
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@ Activation: After you have recorded the Temporary module ID you will be
ready to “Activate” the A2] Guided Interview on the national server.

a.

Click on the “test and activate the A2] Authored Module” link on the
page displayed above.

The “test and activate” link will prompt you to Log In to LawHelp
Interactive (see Figure 198).

< Already Signed Up? Log In

Username |
Password GO/

Forgot your password?

Figure 198: Log-In screen.

Log in with your username and password, and navigate to the
Manage Content page.

Select the “template” option from the “add item” drop-down menu --
the same link that you would use to activate a HotDocs" template.

Fill in the add template page as shown in Figure 199 below.

i

iv.

Template Title: Title of the A2] Guided Interview.

Template Description: Enter a description. This description
will populate the LawHelp Interactive screen that launches the
interview and will be visible to all users of the interview.

Temporary Template ID — type in the Temporary module
ID that you recorded earlier EXACTLY as it was displayed
when you uploaded the interview.

State: Select the state the interview will be used in.
County: Enter the counties that this interview is suited for.

Available to all users? Select whether the interview should be
made available to all usets.

Display LiveHelp: If your program uses LiveHelp and you
would like to enable LiveHelp for the interview, then check
the LiveHelp box.
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vii. Survey URL: If you have designed a survey to be used by the
end-user in conjunction with the interview, enter the URL for

the survey in the designated field.

Add Template

Template Title

A zhort title for this template

|TestInterview

Template Description =

Test description

Temporary Template ID=

Temp_A2J_3647

State m

Florida
Georgia
Hawaii
Idaho

m »

County

v Available to all users?

ncheck this box to make this template

[~ Display Live Help

Check this box to Display Live Help on this template.

Survey URL

Provide a URL pointing to a survey for this template. Please include "http:/i™ at the beginning.

[nttpzir

Figure 199: Add Template screen.

ix. Select the “Add Topic” button (see Figure 200).

National Subject Matter Index Code =

(2]

You must save your changes.

Figure 200: National Subject Matter Index Code "Add Topic" button.

x. Complete the National Subject Matter Index Code and save
your changes as shown above in Figure 186, Figure 187, and
Figure 188.

f.  Once you have clicked on the “Save” button all that remains is to click
the “activate module” link as shown in Figure 201.
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| view | | edit | | activate module | | sharing |

Changes saved.

Testinterview

Figure 201: Activate Module link should be selected after you save the template data.

g. When the “activate module” link is clicked, the URL address for your
A2] Guided Interview should be returned.

| view || edit | [ activate module | | sharing |

Module Activation

Module has been activated.

se this URL on a state wide website: hitp:/test npado.orgflogin_form?ig

l Click to Test i

Figure 202: Module Activation returns URL for A2] Guided Interview.

) Test: Paste the URL link provided into a new browser window and test it.
Verify that document assembly functions propetly at the end of the interview.

) Managing the Uploaded Interview: The A2] Guided Interview will be
displayed along with your other templates in the Manage Content page on the
LHI server. To reveal the link again, simply log-in to the server, go to the
Manage Content area, select the interview and select “Show URL” (see Figure
203).

| view | [ edit | | update | | showurl | [ sharing |

Template URL for State Wide Websites

Use this URL on a state wide website:
http:/ftest.npado.org/login_form*template_id=template.2009-12-29.9104922790

Click to Test

Figure 203: Show URL button reveals URL for an uploaded A2] Guided Interview.
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Chapter

Testing A2J Guided
Interviews® with HotDocs®

I his chapter will demonstrate how to test A2] Guided Interviews® with
corresponding HotDocs® templates. Conducting such a test allows you to
determine the following:

1. that your A2] Guided Interviews® are collecting all of the necessary
HotDocs” template variables; and,

2. that the variables collected by your A2] Guided Interviews” will propetly
populate the HotDocs® template.

Please note that it is not necessary to upload A2] Guided Interviews” to the LawHelp
Interactive (“LLHI”) server in order to test the interview -- the testing process can be
completed on your local PC. However, it is also important to upload a final interview
to the LHI server and test it over the web before publishing the interview’s link on
your website.

Introduction to Testing

In order to test A2] Guided Interviews”, you must assemble the HotDocs” template
with an A2] Author”-created answer file. An A2] Author®-created answer file is
created by answering interview questions and then saving the answer variables while in
A2] Author® Preview Mode.

Creating an Answer File

The first step in the testing process is to create an “Answer file.” An answer file
contains all the answers to the questions asked during the A2] Guided Interview. An
Answer file can be created by opening the A2] Guided Interview that you want to test,
and entering the Preview mode (Figure 204 below and the “Preview Mode” chapter).
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Filter: All Steps. -

(0y1-Introduction “Welcome to the P«
(0)1a-Documents needed fo comple
(0)1b-Documents missing “You ansv
(0)2-Name, Gender, and Continue -

i

(1)1-Best to Use this letter when... 1
(1)2-Note re bill :Please note:You m
(1)3-Full amount due? “You may be
(1)3a-Best to pay full amount -l is b

(1)4-Documents needed to complet

(1)4a-Documenis missing ‘You ansy
(1)5-Continue with full or partial :Wc

Fﬂ"-nﬂl\d}-nﬂhﬂ‘ﬂmdﬂ'

(1)5a-Exit from letter “You stated yo
(1)6-Select full or partial ‘Please sel
(1)7-Partial payment reminder :Rem
(2)1-Complete list? :Select the choic
(2)1a-MNo list 'You have stated that y
(2)1b-No list “You have stated that y
(2)1c-What do you owe? ‘Please id¢
(2)2-Regular assessments ‘How mu:
(2)3-Special assessmenis "How muc +

@0 @O asa

Starting Point: (0)1-Introduction ‘Welcome to the | [/

Exit: <none> )

Figure 204: Preview Tab on the main menu.

When you enter Preview Mode, make sure you are starting from the beginning of the
interview. Next, open your Interview Variables Window (Figure 205) by pressing the
“Variables” button on the Preview Mode Toolbox (Figure 200).

Interview Variables m I
D % % x
open save SaVE 85 clear
Variable | Loop | Value [ -

Cook County TF| nfa
Cook County mu nfa
County MC nia
Reason for exten nfa
Judgment date [ nia
Case number T8 n/a
Multiple landlordy nia
Multiple tenants | n/a
Your city TE nia
Your Zip code TH nfa
Apartment start { nfa
Money judoment n/a
Your middle nan| nia

Figure 205: Interview Variables window
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[ =
Preview Mode

Figure 206: Preview Mode Toolbox

Next, Step through the entire interview making sure that you have answered all the
questions in the interview. Once you have completed answering the questions in your
interview, save your answers by clicking the “save” icon on the Interview Variables
window (Figure 205).

If you plan on performing multiple tests, save your answer file using a convention that
will be easy to track, e.g., TestanswerfileOl.anx, Feewaiver-testanswer02.anx, etc.

Test Assembling a Template

In order to test assemble a document you must now open your saved document
template in HotDocs”. Open HotDocs", right click on a current library, and select
“add item” (see Figure 207).

/) Landlord-Tenant-Forms.hdl - HotDocs 2008 Professional E

File Edit View Template Tools Help

B E3 |$:|Assemble ] New Template

Assemble Enter

Test in Browser
MNew Template... Ctrl+Enter
Edit Template Shift+Enter

Component Manager

Move Template...
Copy Template...
Go To Template

Print Template

=P Add Item... Insert

Add Folder...
Add to Favorites
Remove Item... Delete
Sort...
Properties... Alt+Enter
Multiple...

Ch\Usershuser) Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V

Figure 207: Adding a HotDocs® Template to a curtent Library
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Next, select the appropriate template type from the drop down list. Then, click the
browse icon and navigate to the folder where your HotDocs® template is stored
(Figure 208).

Add [tem
Twpe: |Text Template w |
File name: _
| ¥ Skudent Worklaz1 SEB\Interviews in Development)Maotion ko Ext |
Title: B
| Matice of Mation and Mation ta Extend Time |
Descripkion:

For evickion cases in all counties

(0] 4 ] [ Cancel

Figute 208: Browsing for your HotDocs® Template

Next, highlight the HotDocs” template that you want to test. Select “Assemble” from
the menu bar. The “Answer File” dialog box will appear (Figure 209).

: = — — ]
"JF_% Pay Under Protest Letter Template - HotDocs 2008 Professional Edition "

File Edit View Mavigate Tools Help

Al NG HBEIAB|IVERR|LE[o |4 BR[3ePS
Interview Document Preview I Question Summary I Answer Summary I Varable Shest |
'Answer File @I-g—hj

Angwer file to use with thiz azzembly: I
CA-HouzingPaylnderProtestl etter-S amplednswers-1.anx -

] Automatically select this answer file for uge with the nest aszermbly @swer File
Send the aszembled document to Microzoft ‘Word without displaying an interfisi

[ ak. ][ Cancel ][ Help ]

Figure 209: Answer File Dialog

Next, select the “Open Answer File” icon. The “Open Answer File Name” dialog will
appear. Navigate to the folder where your answer file for your A2] Guided Interview is
stored. (An answer file has the “.anx” file extension.) Select or highlight the file name
and then click “Open” (Figure 210).
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r ! |F
95 Open Answer File Name 2
Lookin: | CalfomiaHomeowners N < N
MName Date mo‘dified Type Size Tags
- 94 CA-HousingPayUnderProtestLetter-V1-... 44 CA-HousingPayUnderProtestLetter-V1-..,
Desktop 94 CA-HousingPayUnderProtestletter-V1-... 24 CA-HousingPayUnderProtestletter-V1-..,
94 CA-HousingPayUnderProtestl etter-Sa.. 4 CA-HousingPayUnderProtestLetter-V1-...
94 CA-HousingPayUnderProtestl etter-5a... 4] CA-HousingPayUnderProtestletter-Sa...
. 94 CA-HousingPayUnderProtestl etter-5a... 4] CA-HousingPayUnderProtestletter-Sa...
: r"/ 94 CA-HousingPayUnderProtestl etter-Sa.. 4 CA-HousingPayUnderProtestl etter-5a...
it
oeumens . DemandLetter ) Elections
=
2y
Libraries
2
Templates
=
& I
TﬁmnT;: et File niame: CA-HousingPayUnderProtestLetter-V1-12130% 5  Open
Files of type: IHotDocs Answer Files (".ans; ~.arx; *.ant) v] I Cancel J
| al

Figure 210: Open Answer File Name Dialog Box

Once you have selected the appropriate answer file, you will see the name of that
answer file populate the “Answer File” dialog box (Figure 211). Check the “Send the
assembled document to Microsoft Word without displaying an interview” check box,
and click “OK.”

Answer File [LE .S

Anzwer file to uze with thiz azzembly:
CA-HouzingPapl nderProtestletter-1-1213092. anx - ,'_F @J

[] Automatically select this answer file for use with the next aszembly

Send the azzembled document to Microgoft Word without displaging an intervigw

0k, ]I Canicel Il Help

Figure 211: Answer File Dialog Box

The assembled document should open in Microsoft Word. Search the template to
make sure all the variables that you entered in the A2] Guided Interview are showing
up in the assembled document. If you see any words with “<<>> around them, this
likely means that a variable in your A2] answer file (anx) did not match up with a
variable on your HotDocs” template. Make sure that the variables are zamed exactly the
same, and that the variable #pes are the same in your A2] Guided Interview as they are
in the corresponding HotDocs template. Once corrections are made, try to reassemble
the document.
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Adding Audio

“Welcome to the Interview” — Avatar Guide

A udio can be very helpful to many end-users, so we encourage you to include
the audio feature within your A2] Guided Interviews®. A2] Author” allows

you to attach audio to each question, to each question help bubble, and also
to pop-up bubbles. A2] Author” uses audio files in MP3 format. While many software
choices for recording MP3s are available, this chapter describes the method for (1)
recording, (2) editing, (3) creating, and (4) attaching MP3 files to A2] Guided
Interviews” using the software Audacity.

Recording the audio for A2J Guided Interviews®
Many different software products can be used to record audio, edit, and convert it to
MP3 format. This manual describes how to use Audacity. Audacity is free, open source
software for recording and editing sounds. It is available for Mac OS X, Microsoft
Windows, GNU/Linux, and other operating systems.

Setting Up and Configuring Audacity
@ In order to properly run Audacity make sure that
the computer you are using has the following:

d.  Sound card

e.  Microphone jack & microphone (youll
need to plug in a microphone to record

the audio)

£ Atleast 2 GB of hard drive space

@ Download and install the Audacity application
from: http://audacity.sourceforge.net/

@) Next, before using the Audacity application, you need to download an
“MP3 encoder.” Because of software patents, Audacity cannot distribute
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MP3 encoding software within the application. The MP3 encoder is what
allows Audacity to record directly to MP3 file formats.

a. The most common fiee MP3 encoder is called LAME. Follow
these steps to download and install the LAME MP3 encoder:

ii. Download LAME by clicking on the following link:
http://rarewares.poskolio.com/lame3.97a10.zip

iv. 'The file that you downloaded is a ZIP file which means
it’s compressed. Use a utility like WinZip to extract the zip
file.

v. Unzip or extract the zip file to the directory where
Audacity was installed (Figure 212).

1. For example: C:\Program Files\ Audacity\

r — -
& Audacity |._ =] E|
File Edit View Favorites Tools  Help -

@Back - \_/I l.ﬁ; /‘__\J Search lL Folders v

Address |[3) C:\Program Files\Audacity b | e

; z “ = = = EI
File and Folder Tasks = 2] D D L’

..j Make s e Faldan unins000 unins00o README LICEMSE lame3, 97a10

&8 Publish this folder to

the Wweb = i m o =3
EZ Share this folder -'J "’J

Docurent  audacity-1.... audacity Plug-Ins Myquist
Scrap ‘htkp...

Other Places

[ Prograrm Files | .—J ..-J

[} My Dacuments Languages  lame3 97al0
.j My Computer
& My Netwark Places

Figure 212: After extracting zip file the Audacity folder should contain a folder containing the LAME
files.

@ Now launch the Audacity application.
) To configure Audacity to use the MP3 encoder, follow these steps:
a.  Click Edit Menu => Preferences. ..

i. In the Audacity Preferences dialog box, click on the third
tab that says “File Formats” (Figure 213).
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—"hen importing uncomprezsed audio files into Audacity

™ Make a copy of the file before editing [zafer]
{* Read directly from the original file [faster]

Audacity Preferences

.&udiu:ul.-’DI Quality  File Formats | Spectrugramsl Direu:tu:uries' Interface' Ke_l,lbnardl Mu:uusel

— Uncomprezsed Export Format

[ [Microsoft 16 bt PCM) =]

Wit [Microzoft), Signed 16 bit PCH

—OGGE Export Setup

OGG Buality: I FE O

— MP3 Export Setup

Bit Fate:

MP3 Library Version:  LAME +3.97 Fird Libran

24

Cancel Ok

Figure 213: Edit Menu > Preferences = File Formats

iv.

Now click on the button that says “Find Library” and
browse to the location where you extracted the LAME
files.

1. Select “lame_enc.dll”
Now select a Bit Rate of 24 as shown in Figure 213 above.

1. If youve done it correctly, the MP3 Export Setup
section will look like Figure 213 above.

Now, while you still have the Audacity Preferences dialog
box open, select the second tab that says “Quality”

1. Set the Default Sample Rate to 11025 Hz. Leave
all other settings (see Figure 214 below).
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Audacity Preferences

Audio /0 Huality I File Formats | Spectrograms I Directaries | Interface | K.ewboard I Mouze I

I'I 1025
Default 5ample Format: |32-bit float "I

Realtime zample rate conwverter: IFast Sinc Interpolation LI

Drefault Sample Bate:

High-quality sample rate converter: IHigh-quaIit_l.J Sinc Interpolation LI

Real-time dither: INDne 'I
High-quality dither: ITriangIe "I

Cancel Ok

Figure 214: Edit Menu > Preferences = Quality

© Click OK to exit back to the main Audacity program

Testing the Recording Setup
@ Plug your microphone into the computer.

a.  Make sure that the microphone is selected as the input device (see
Figure 215 below.)
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ol

File Edit ‘iew Project Generake Effect Analyze Help

2Ll IL] [

‘) iD) ‘) ‘) ‘) ‘) éRl;)lzl 35 24 12 Dlé!ﬁlzl 38 24 12 Dl

E LD @ ﬁ @ .......... Microphone 3

EW“E|%‘N—M—M n\o\ @\ﬁ\ﬁ\ﬁ\ Moot

Phone 5.0 6.0

Figure 215: Select microphone for input device. Interface includes a “Record” button (red circle) and a
“Stop” button (yellow square).

@ Test by clicking on the “Record” button (red circle).
@ Say a few words; then click “Stop” (yellow square).
@ Click play to make sure that you can hear what was just said.

Recording Audio
@ In A2] Author® click on the Report button in the main menu of A2J
Author” and then press the “Create Script” button. This will produce a
script of the text of each Question, Question Help, and Pop-up. So,
printing this out will give you a script of everything that needs to be
recorded. (See the “Reports Tab” chapter for more about producing
reports in A2] Author®.)

It is also recommended that you copy ([CTRL]+[A], [CTRL|+[C]) and paste
(ICTRL]+[V]) the script into a Word Document so that you can save the script.
Pasting the script into a Word Document will also allow you to spell check the text of
the interview.
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@ Select Record.
@) Read the entire script of your interview while recording,

@ Do not worry about making mistakes during the recording. If you make a
mistake while reading a particular question’s text, simply restate the text for
that question.

) This recording will function as the Master Audio Recording, which you
will later edit into separate files in the next step.

Editing and Exporting Audio Clips

You should have finished recording the entire script for your A2] Guided Interview. In
this step, you will edit the master recording to produce several audio files — breaking
the master up into the audio for each individual question.

Edit Audio / Create Clips
® You should have one long master audio recording. Audacity will look

something like this (Figure 2106):

& Master_SecDepositSorMore = |EI|5|
File Edit “iew Project Generate Effect  Analyze Help

WY Wy a IRER I |
}3|H * mj L’:/ I.j "J/ J [#lj E"’)Iill w4 2 0 Py % 24 2 0
L — T-— 5

o || @ o o] g 222,

19:53.0 19:54.0

19:57.0 19:58.0 20:00.0

Mona, 11025Hz
32-bit flost

Mute | Solo |

K

Project rate: 11025 |Cursor: 19:54 620227 minzec [Snap-To Off]

Figure 216: Master Audio Recording will have audio for every Question, Question Help, Pop-up, and Prompt.

@ Remember to save your work in audacity.

167



ADDING AUDIO

3 Now listen to the recording

a.  With a copy of the audio script in hand press play (green triangle)
to start listening to your recorded audio.

b. When a complete item has been read, press stop and highlight the
audio that corresponds to a single portion of the script.

c. Press [CTRL]+ [D] to create a copy of the selected audio.

d. Scroll down to the bottom of the audacity window and find the
audio clip that you just copied.

e. Left click on the “Audio Track” which is on the left hand side of
your track and select “Name...” (see Figure 217 below.)

2006-06-15 14:47:301¥]
File Edt Wiew Project Gemerate Effect Analyze Help
= L L - + - +
= s I [ o H £ | |
W) ) ®)n 5 Rl Rl
Pl k e 2 0 P A 0 o (B @ || @ 2RIL,
41:00 | 415 1:30 a1:45 42:00 4215 !
32-hit float 03 =
Mute | Solo 0.0
= +
© 05
L R
0 1.0
X[7-2 Accura W[ 1.0
Mona, 11025H;
onia, | s
32-hit float
Mute | Solo 00
= +
D
L a 05
0 1.0
X[7-2 Accura W[ 1.0
Mona, 11025Hz 0s
32-hit float i
hute Solo 0.04
= +
D
L a 05
0 1.0
(x|
[
3 Maove TrackUp
y
Waveform (dB)
L spectrum
—  Pitch (EAC)
(x|
y o Mono
3 Left Channel
y Right Channel
L Set sample Format
E Set Rate »
Mono, 11025Hz |
32-hit float §
Mute | Soio 0.0
gt
1 a 05
2 -1.0 -
kil i N
Drag the label vertically to change the order of the tracks:
Project rete; 11025 Cursor: 41:08. 743418 min'sec [Snap-To Off]

Figure 217: Create audio clips from the master audio recording by using [CTRL|+[D]; then be sure to name each clip.
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@ Enter a name which corresponds to this audio clip. This name will be the
audio clip’s filename when the track is exported.

The most efficient way to name each audio clip is to use the question number. Each
question’s number is reflected in the script (Figure 218). By using the question number
it will be easier to attach audio clips to the corresponding questions in the interview.
Listed below is a suggested convention for naming audio clips.

0: 3-Gender

Choose vour gender,
0: 3-Gender.help
here is a help guestion

here is the answer to the help guestion

Hypertext | Popup text
guestion | here is the text of a pop-up

Field | Prompt

Gender: | I need more information. You must choose
{gender) either male or female from the highlighted

Figure 218: Sample Script of Question 3 under Step 0 of an A2] Guided Interview.

Text Type Suggested File Name Convention

Question [step #] + [question #] +[question name],
e.g., 0-3-Gender.mp3

Question Help [step #] + [question #] + “H”,
e.g., 0-3-h.mp3

Pop-Ups [step #] + [question #] + “PU” + [hypertext word],
e.g., 0-3-pu-question.mp3

Prompts [step #] + [question #] + “P” + [field name]
e.g., 0-3-p-gender.mp3
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) Press play to continue.

© Repeat this process until you have audio clips for the entire interview.
Remember to save often to avoid losing your work.

Export the audio clips
@ In the directory where you created your A2] Guided Interview create a
folder called “MP3”’.

@ In the “File” menu of the Audacity program, select “Export Multiple...”
@3 Select MP3 as the “Export format” (Figure 219).

a.  Press the “Choose...” button and navigate to the MP3 folder that
you created in your interview’s folder.

r

Export Multiple

E wpart farmat:

Export location; | E:5Temphaudacity AudichIL Fee \Waiversmp3s Choose. ..

Split filez based on: Mame files:

f_“ * |Jzing Label/Track Mame
-

First file name:

(* Tracks

" Wumbering conzecutively

File name prefis;

[v Owenarite existing files

Cancel

Figure 219: Export Multiple interface in Audacity.
@ Press “Export” and then “OK.”

) When audacity is finished exporting your MP3s, you will have one MP3
file for each track.

170



ADDING AUDIO

Attaching Audio to A2J Guided Interviews®
@ Open your A2] Guided Interview.

@ In each question add audio to the question’s text and any Question Help,
Pop-up, or Prompt text for each Question (Figure 220, Figure 221, and
Figure 222).

@) To attach a file, click on the folder above the Question’s, Question Help’s,
Pop-Up’s, or Prompt’s text.

W_ Step: 0. ACCESS TO JUSTICE Z

| Fields | Name:  3-Gender
BIrwpP Audio: | |®¢_I
Qs on Choose your gender. [
Text:

Learn More:
: Brigp Audio: | |® @'
—— Cluestion
| Buttons | Help: ’
Repeating “ariable: i

Figure 220: The Question Design Window provides an Audio attachment field for both the Question
and the Question Help. Simply browse for the MP3 file by selecting the yellow folder icon.
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Audio: |

Z

Figure 221: The Pop-Up Editing Window provides an Audio attachment
field. Select the yellow folder icon to browse for the MP3 file.

Cluestion

!\ : Question . | | Type: Gender i o
2 Label:  Gender:

Yariable:  User Gender h

Prompt: Audio: [ |(») BI
I need mare information. You must choose either
male or fernale from the highlighted selection before
you can continue.

Buttons
Advanced | Design
o Motes:

[ b T b 0 1

Figure 222: Each Field provides an Audio attachment field.

@ You can test an MP3 file once it is attached by pressing “Play”

the Preview Mode (see chapter entitled “Preview Mode”).

) Continue adding MP?3 files to all of your questions.
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Presentation of Audio to the End-User
@ If audio is included in the interview, then the audio clips will automatically
play once the end-user launches the interview.

@ To stop an audio clip, the end-user can select the “Stop” button located to
the right of the question bubble (Figure 223). Conversely, the end-user
may select “Play” to replay the audio for a particular screen. (The “Stop”
button toggles to “Play”” once selected and vice versa.)

3 The end-user also has the option of deselecting audio altogether by
pressing the Sound On/Off button in the main menu (Figure 223). By
turning off the sound entirely, they will not have to select “Stop” at every
question.

@ The end-user may also pause and rewind the audio as well as adjust the
volume from the audio control box.

a.  Note: The Sound On/Off button and audio control box will not
appear in an interview that is not equipped with audio.

BACK MEXT MY PROGRESS 1 Flease enter your name. . ] SOUND IS ON EXIT AAA

@ STREAMING 1:00:00,000

I i 4 L

Please enter your name.

First:

G

Middle: |

D0 YO QUALIFY'?

O]

Last: |

® ACCESS TO JUSTICE

Figute 223: Sound On/Off button and Stop button for audio.
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Appendix

APPENDIX A: Software
Documentation

Find out what's new abont the latest version of A2J] Author®.

I n this appendix we have provided a history of the revisions to the software. If you
have not recently updated your A2] Author® software, this appendix can function
as a quick means of determining what is new and different about the latest
version. We have identified whether each revision item is either, a bug which has been
“Fixed”, or a feature that has been “Added,” “Changed,” or “Removed.” Dates of the
Official Releases of the software have also been identified for your reference. The
revision history also serves as a quick index to additional documentation, including
explanations, tutorials, or diagrams, located elsewhere within this Authoring Guide
regarding the more recently developed features. Please also visit the Download page on
www.a2jauthor.org to find a brief description of all of the new features in 3.0.
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A2] AUTHOR® REVISION HISTORY

REVISIONS FOR 1.1.3 (2006-05-07) (INTERNAL)

11113

Added. You may set variable ‘User Avatar’ to ‘blank’ or ‘tan’. Setting to ““ is treated like
setting to ‘blank’.

Added. Phone number now displays like this: (HH#) ###-HHH##. 1f existing phone number
includes an extension it’s added to the end of the third part of the number.

Changed. Can now open more than one A2J] Author” window at the same time.

Changed. Hyperlinks in A2J are currently an orange-red color. This modification will make any
hy-petlink appearing in A2J the standard blue color used on regular web pages. Text
that is a Pop-Up will remain the same orange-red color.

Fixed. URL length limitation.

Fixed. Ability to hypetlink to https sites. Removed http:// from utl box. It’'s now added
automatically if another protocol such as https is not specified. So one can enter:
www.cali.org, http://www.cali.org or https://www.cali.org.

Added. Avatar Options.

Fixed. Hyperlink character limit.

Added. Multiple A2J Author” windows - open two A2] Author” windows at the same time.
REVISIONS FOR 1.1.4 (2006-05-11)

Added. Multi-language support.

REVISIONS FOR 1.1.6 (2006-08-17) (INTERNAL)

Fixed. Buttons bigger to support Spanish word length.

Fixed. User Avatar can be set within scripts.

Added. User Gender can be set from scripts.

Fixed. Buttons are sized to their captions.

Fixed. Users can enter month names.

Added. Date defaults to mm/dd/yyyy format.

Fixed. Author prompted to save changes upon exit.
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Removed. ‘Scope’ of variables is obsolete. Authors use naming conventions instead.

Fixed. Blank notes field no longer shows ‘undefined’.

Fixed. Hyperlinks are blue and underlined.

Fixed. Apostrophe bug - &apos; would appear in Reports instead of *.

Added. Popup text now displayed within the question text in Reports.

Fixed. Unused learn more and help fields are skipped in Reports.

Official Release REVISIONS FOR 1.5 (2007-01-22)
REVISIONS FOR 1.6.1 (2007-08-10) (INTERNAL)

Fixed. Support uppercase AND/OR in Advanced sctipts.

Fixed. Removed extraneous ‘and’ when printing repeat variables.

Fixed. Age function returns correct age (taking leap year into account).

Fixed. Sorting of steps >= 10 in question list.

Fixed. Gender is now optional.

Added. URL in Exit links no longer requires ‘http:/ /.

Fixed. Counter variable wording.

Changed. Sample variable names standardized.

Fixed. Only Text type repeating answer variables were loaded from answer file.
REVISIONS FOR 1.7 (2007-11-15) (INTERNAL)

Fixed. Gender variable bug fixed.

Added. 10% zoom for flowchart.

Added. INTEGER, INTEGER2, ROUND, ROUND?2 functions.

Added. Sound On/Off button active only when audio present.

Added. Can set sign post text through variables (text set under Advanced Tab).

Fixed. Space between styled text no longer disappears.
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Changed. New question gets named with next higher number.

Fixed. Renamed windows and standardized wording,.
REVISIONS FOR 1.7.5 (2007-11-19) (INTERNAL)

Added. Set multiple variables or actions in condition. Note: This feature includes a simple
true/false toggle which implements non-nested if/else. *When loading older
interviews A2] always creates an entry for ‘true’. *The new format of the XML won’t
be applied until an interview is saved. *The scripting tracer is fixed to work with it.
Report mode is also updated. *The Question dialog is a bit taller to support the new
sublist — other tab layouts have yet to be optimized.

REVISIONS FOR 1.7.6 (2007-11-26) (INTERNAL)

Fixed. Include URLs in FULL REPORT.

Added. Clear All Audio Button now on the Report tab.

Added. Add question vs insert question. Press + adds new question unconnected. Press I to
insert new question after cutrrent selected question. Press ++ to exactly clone
question.

Changed. Remove 15 command limit under advanced tab. Upped to 50 for condition and
statements.

REVISIONS FOR 1.7.7 (2007-11-28) (INTERNAL)

Added. Use variable to set text in Radio Button or Multiple Choice Label. You can use macro
notation inside a label. Undefined values cause some “ickiness” in display — still needs
to be addressed. Eliminating <FONT tag may be sufficient.

Changed. Automatic placement of labels if too wide.

Added. Reorder date list in date field option.

Fixed. Continue button locked. Hard to pin down — appears to be fixed.

REVISIONS FOR 1.8 (2008-01-14) (INTERNAL)

Added. Custom ending graphic.

Fixed. Sorting names handles mixed numbers and text.

Fixed. INTEGER function replaced with TRUNC.

Added. Number and Text lists can be sorted.
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Fixed. Clear All Audio Button moved to Upload Tab.
Fixed. Default conditions are now blank.
REVISIONS FOR 2008-01-15 1.8.1 (INTERNAL)
Fixed Script tracer clarified.
Fixed. Repeating answers load propetly.
REVISIONS FOR 2008-01-16 1.8.2 (INTERNAL)
Fixed. Default User variable names.
Added. True/False and ‘true’/’false’ are now equivalent.
REVISIONS FOR 2008-01-18 1.8.3 (INTERNAL)
Fixed. List selection problem.
Added. Server test option.
Fixed. Potential upload naming issue.
REVISIONS FOR 2008-01-20 1.8.4 (INTERNAL)
Added. Double-click to edit variable’s question.
Fixed. Question names >10 propetly numbered.
REVISIONS FOR 2008-01-28 1.8.6 (INTERNAL)
Added. ‘Edit This’ button.
Fixed. Clear audio now refreshes upload list.
Fixed. Importing HotDocs® variables updates pickers.
Fixed. Answer files now have proper ‘blank’ setting.
REVISIONS FOR 2.0 (2008-02-21) (INTERNAL)
Added. Version 2.0.0.
REVISIONS FOR 2008-03-10 2.0.1 (INTERNAL)
Fixed. Path to courthouse on servet.

REVISIONS FOR 2008-03-31 2.0.2 (INTERNAL)
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Fixed. Space issue.

Fixed. Removed debug buttons from viewer.

Official Release REVISIONS FOR 2.0.2 (2008-04-01)
REVISIONS FOR 2.5.0 (2008-09-29) (INTERNAL)

Added. Copy/Paste Question(s) Between Interviews.

Added. Select and move multiple questions in flowchart.

Added. Attach video flv to help popups.
REVISIONS FOR 2.6.0 (2008-10-27) (INTERNAL)

Added. Setting variable "A2] Navigation TF" to false turns off Next/Back and History.

Removed. Viewer Send Feedback button.

Added. Clear Video button.

Fixed. Changing field type 'ist' to 'text' must erase the list reference.

Added. Report options to suppress lists and routine prompts and filter steps.
REVISIONS FOR 2.7.0 (2008-12-23) (INTERNAL)

Added. Support for ShowMe pictures such as JPG, GIF and PNG.

Added. Option to enlarge long text fields.
REVISIONS FOR 2.7.1 (2009-02-06) (INTERNAL)

Fixed. Large file uploads. Upload any number of files but no individual file >100MB.
REVISIONS FOR 2.7.5 (2009-04-06) (INTERNAL)

Added. Logo branding option.

Changed. Reports use color only on Steps.

Fixed. Smoother "Show Me" pictures.

REVISIONS FOR 2.7.6 (2009-04-14) (INTERNAL)
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Added. Clear Media button.
Added. Zoom button captions.
Changed "A2] Navigation TF" hides navigation buttons.
Changed. Logo always visible.

REVISIONS FOR 2.7.7 (2009-04-20) (INTERNAL)
Fixed. Minor changes.

REVISIONS FOR 2.9.0 (2009-05-06) (INTERNAL)
Added. Text Reader tags for video/images.
Fixed. Checkbox/radio button font size.

REVISIONS FOR 3.0.0 (2009-06-15) (BETA RELEASE)
Fixed. Report questions sorted.

REVISIONS FOR 3.0.1 (2009-08-17) (INTERNAL)
Fixed. Pasting questions now includes popup content.
Fixed. Inserting a question hilites the new question.
Changed. Debug bar toggle is now ctrl-shift click on A2] logo.
Changed. Save&Exit is now Exit with author control.
Added. Go back as a button branch option. (As if user pressed Back button.)
Added. Exit with save incomplete data. Set A2] Interview Incomplete TF to true.
Added Exit question picker on Question panel.

REVISIONS FOR 3.0.2 (2009-08-24) (INTERNAL)
Changed. Fonts are black.
Added. 'Resume’ option after Exit.

REVISIONS FOR 3.0.3 (2009-09-01) (INTERNAL)
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Added. Answer saving progress indicator.
REVISIONS FOR 3.0.4 (2009-11-03) (INTERNAL)
Added. Upload Answers language prompt.
REVISIONS FOR 3.0.5 (2009-11-04) (INTERNAL)
Added. Timeout information for the server.
REVISIONS FOR 3.0.6 (2009-11-11) (INTERNAL)
Fixed. Video player volume bar.
Changed Only multi-file upload active.
Added Confirm maximum file sizes on upload.
REVISIONS FOR 3.0.7 (2009-12-03) (INTERNAL)
Fixed. Video player controls ghost.
Official Release REVISIONS FOR 3.0.8 (2010-01-19)
Fixed. Spanish label cropping.
Changed. Viewer is taller to support bigger checkbox font size and legacy interviews.
Removed. Gray border if custom logo not specified.
REVISIONS FOR 3.2.0 (2010-03-11)
Fixed. Very tall questions in flowchart.
Added. Calculator popup.
Added. Calendar popup.
REVISIONS FOR 3.2.1 (2010-3-18) (INTERNAL)
Added. 3 user font sizes.
Added. Scrollbar for questions.
Added. Audio controls.
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Changed. Viewer is 930x660 (130 pixels wider).

REVISIONS FOR 3.3.0 (2010-3-30) (INTERNAL)
Added. Maximum characters per field.

REVISIONS FOR 3.5.0 (2010-4-01) (INTERNAL)
Added. Minor changes.

REVISIONS FOR 3.5.1 (2010-4-13) (INTERNAL)
Added. Minor changes.

REVISIONS FOR 3.6.0 (2010-05-05) (INTERNAL)
Added. Localized interviews (no network required).

REVISIONS FOR 3.6.1 (2010-05-05) (INTERNAL)
Changed. Clear media prompts.

REVISIONS FOR 3.8.0 (2010-08-02) (INTERNAL)
Added. Calendar optional.
Fixed. Calendar date ordets.
Changed. Calendar defaults to today.
Added. Increased authoring area.
Fixed. Cloned popups with question copying,.
Fixed. Registration/settings.

Revisions for 3.9.0 (2010-09-22) (internal)
Added. Answer file import checks.

Revisions for 3.9.1 (2010-11-18) (internal)
Added. Double-click to open interview within A2] Author.
Added. Option to save answer file as UTF-16, Base 64 encoded.
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Official Release

REVISIONS FOR 4.0.0 (2010-12-106)
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IMAGES AND DIAGRAMS

Appendix

APPENDIX B: Images and
Diagrams

I his Appendix is intended to serve as a quick reference to the images used in
both the online A2] Guided Interview™ interface and A2J] Author® desktop
software interface. You will find images for each type of Avatar that can be
used in an interview and an image of the default end graphic. In addition, you will find
a detailed diagram of each of the “Tabs” in A2] Author™: Interview, Variables, Steps,
Questions, Reports, Preview, and Upload. Diagrams of certain pop-up windows are
also provided, including the Variables Information window, and each of the Tabs in
the Question Design window.

Avatars

blank

tan

Avatar Guide facing the user Guide speaking to male Guide speaking to female

| 1
|t
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End Graphic
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Start-Up Screen

The A2J | is d ic.
8 A1 iago s dynamic We would love to hear from you.

| T — Send us feedback on the software

. . ) r— =
software's version number and by clicking this icon. The "?" symbol appears on every
authorship information. A2J Author program screen.

Click on the icon to access the
Welcome to the Access To Justice Authoring System Authoring Guide on the A2J Author
Community Website
(www.a2jauthor.org)

\

{What would you like to do? J

rSelect "Create a new 1
interview" to start a
new interview which
inclucdles four starter
questions.

Create a new interview

Select "Open an
existing interview” to
browse and open a
previously saved A2J
kGuic;h'ed Interview.

Open an existing interview

Chicago-Kent W CnLl
College of Law

RLINOS INSTITUTE OF TECHNOWOGY

Center for Access to the SJI STATE JUSTICE =L LSC

Courts Through Technology INSTITUTE “"‘

Access to Justice Author was developed under grants from the State Justice Institute (SJI grant number SJ1-04-N-121), Center for Access to
the Courts through Technology; Chicago Kent College of Law, Center for Computer-Assisted Legal Instruction (CALI), and Legal Services
Corporation (LSC). The points of view expressed are those of the authors and do not necessarily represent the official position or policies of
the SJI, Center for Access to the Courts through Technology, Chicago-Kent, CALI, or the LSC.

© 2000-2007 lllinois Institute of Technology - Chicago-Kent College of Law and the Center for Computer-Assisted Legal Instruction
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Interview Tab

e e e O ther preference settings:
| - Stj.-‘ ¥ Language: Selecting English or Spanish
e epen e okl will change the language of static

labels/buttons in the online interface.
Enter information describing your Interview
Avatar: Selecting blank or tan will change
Information fields: Y=  Tille: Pay Under Protest Letter Programy  the color of the Guide and User Avatar.

=p Destriphion: This interview allows the end uss
Homeowner's Azsocistion or rel

Title, Description Send Feedback: Check the box and enter

Jurisdiction an appropriate e-mail address to receive
Author. Version feedback from end-users. /
and History.

_ = Junisdiction: California /I Logo Graphic: 7
Note: The “Title” is
not the same as the femp Author A2J Author Consuttant d Graphic: =
name of your file;
however, the “title”
will be reflected on Feedback: | &llow 'Send Feedback' Mail to (optional):
all reports.

“arsion: 10/ /2009 Language: English |* Avatar: hlank |~

@phic preference settings:

Logo Graphic: Select a 120x120
pixel sized graphic to appear in
the bottom right-hand corner of
your interview.

HISIONY: | |terview crested 8/20/2009
Draft 2 completed - S/27/2009
Draft 3 completed - 94 352009

Guestion (113 text needs to be completed for

End Graphic: Select your own
graphic to customize the
interview. If you do not select a
L graphic, the courthouse default
graphic will appear.
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Variables Tab

Sample Health Care Power of Attorney [Sample Healthcare Power of Attorney

SEND FEEDBACK

Provide information about your Interview's forms.

Information about your
HotDocs Templates: HotDocs Tem plate

Variables:

(does not affect the interview)

Used ‘ Name

Type Repeat | Comment

t.

Angt address line 1 TE

C:'Used" -

shows how
many times
the variable

interview

is used in the

"Name" - the name of
the variable (the
variable collects the
value of an answer
entered in afield)

Agent middle name TE

Agent postal code TE

Agent state MC

Agent telephone TE

Alternate agent address line 1 TE
Alternate agent address line 2 TE
Alternate agent city TE

Alternate agent county TE

Altarnata anant firet nama TF

Load variables: [/

Load variables from a HotDocs Component

~ f !

llTypell e
Text

True/False || Repeat” -
Multiple whether

Choice the variable
Number isusedina
etc. repeat

F

dialog

Multiple Choice
Text
Text
Text
Text
Text

"Comment" -
metadata about the
variable

Tavt

® O

"Load variables" folder icon: allows you to
import the variable names used in the
corresponding HotDocs template
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Variables Information Window

( )

Provide information about your Interview's forms.

Iales:l
Variable Information

HotDocs Temp

"Name" - hame of the variable

V
Name: ‘ Signed copy postal code TE | [a
B ,,"Type" - make sure the type [+
4 Type: Text X listed here matches with the type
Henaatsl| IMuiplewelie used in HotDocs template
Notes: \ﬂ"Repeat" - whether the variable
. was used in a repeat dialog
(loop)
Used by: | (5)1e-Signed Copies: Addre
(5)1b-Signed Copies: Addre "Notes'" - metadata about the
variable

"Used by": Shows you which
questions in the interview have
used the variable.

1 User Gender Text

User's gender will be used to dis|

v

® O

Load variables: [/

Load variables from a HotDocs Component
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Steps Tab

e

2 A2J Author
Sample Health Care Power of Attorney [Sample Healthcare Power of Attorney

SEND FEEDBACK

azj

=y

save as

Question steps:| 5 2 "Question steps™ - select the up or
down arrows to add or take away

Variables Health Care Power of
Attorney Interview

AGENT
INFORMATION

Report ) @ LIMITATIONS

— PHYSICIAN
SR INFORMATION

I INSTRUCTIONS FOR Each step i§ represented as a
To modify the EALTH CARE ~ |new road sign along the path to

language in a justice.

step 'Click’ on @CONCLUS'ON

the text. - | Steps should be used to break
= I |up questions into logical

groups.

\
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Questions Tab

Use the Filter to zoom-in on a
series of Questions assigned to a
particular Step.

Question Flowchart
Here is where you can get a “bird’s
eye” view of the entire interview.

Filter: Al Steps

The Flowchart shows how each of the
guestions are connected, where
advanced logic is taking place, where
repeat-dialogs are located, where a
question is unconnected, and where

\ the interview begins and ends.

Interview

Question List

Here is where you will
add and delete questions
in the interview. Added
and inserted questions
are automatically
numbered in consecutive
fashion. Question names
can also modified by the
author.

Variables

Steps

Upload

Questions are also sorted
by step number and
name, and do not
necessarily accord with
the order in which they

Inserted Questions Y P2 T

are connected to ()3-Pa “IDelete a Question.
the two questions  |{#¥-Don

Added Questions
are not connected
to surrounding
Questions.

Print the
entire
flowchart
using the
printer icon.

}ﬁb\?

=
[Use these buttons to Copy
and Paste Questions from one
interview to another.

immediately 2-Exit O
surrounding it. y

Cloned Questions
are an exact copy
of the question

@

tarting Point: (D)1 -Introduction Welcome to the P/

n :This id question 92

C[O] S e

Exit:|(7)2-Exit Option :This is gueTomag 7
=

=/

Use these button selections to
zoom-in on the Questions.

N\

it _100%) 66% 4 26% ) 10% ) - |

cloned.

Select starting and optional exit question here.
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Question Tab

Select the step to which the Question

£y
[ Fields |

Add and
design Fields
to collect data
under the
Fields Tab.

A

;s .
| Buttons |

Step: 1. DO YOU QUALIFY?

easy reference.

Mame: 1-Question 1

Birgp

Audio:

Add audio file
for Question
Text here. -

Cuestion
Text:

Text of my first question goes- here.

Design the text of each Question
under the Question Tab in the
Question Design Window.

Learn More:

Add Continue,
YesiNo, Submit and
other buttons here.

A
it

Advanced |

Write conditions or
logic for branching
or setting variables
here.

Question B 7 % P
Help:

Show Me Video |+
Text
Show Me Graphic

ext Reader
Tag:

belongs & name the question for

Text of my first question ‘

goes here.
\ - .'_

"Just-in-Time Learning™ features include:

Pop-ups ("P" symbol) - provide definitions or further

explanation of terms/choices;

Hyperlinks {link symbol) - link to helpful external resources;

Learn More/Question Help (Text option) - pose a frequently

asked question and provide text to address the question;
Learn MorefQuestion Help {(Show Me Graphic option) -

provide graphical help by attaching a .jpg, .png, or .gif; and,

Learn More/Question Help (Show Me Video option) -

Show Me Video

provide audiofvisual help by attaching a short video file in

flv format.
Yy

ADUTILTTY walTdine . |

o))

Design
Nmas;'—{lnclude metadata here.)

Use a counting variable to index all variables
in a question belonging to a repeat dialog.

&

b
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Fields Tab

Question Design Window

Define the Field
J ‘ Type: Text,

Type: Text Number,

Number Phone,

i J— i Label: |Address 1: Radio Button.
kCheckbox. etc.

ﬁ Variable: | Client address line 1 TE !“i\ :

Address 2; Dafatilt vallic: rSue:lue:(:t an )
City: imported
County: Validation: __ User may leave blank variable or type
State: { Add fields a new variable
Zip: [here. * User must fill in _(name here.
Phone:

- | Prompt: Audio: | [(»)
@ If you require users to | You must enter an address in the highlighted space‘

fillin an answer, you |hefore you can continue.

- can provide a prompt Record and attach an
Buttons |to explain why. audio clip (.mp3) for your
G prompt.

rSpu&:cial Properties:

*Text(Pick from list): create a custom list or attach a
pre-formatted .xml list

Advanced *Number, Number(Pick from list), and Date: set max and
' min limits to range of values allowed

*Radio Buttons: set multiple choice values for each button

*Text(Pick from list), Number(Pick from list), and Date:

: order list by ascending or descending order .
Design \
Notes: —‘
L :
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Button Tab

Question Design Window

( g o
'k Question J Q
e j |
Fields -
L ‘ Set destination ll
Address question by clicking
Ié'lanaic__;e (Label the button here. on the yellow folder
VOl!“IJ'I"Qf ‘ icon. Then pick the
R:n:at%ig:-o 3 Label: |Continue guestiofl [Fot e
P e ' popup window.
here. \
Destination Question: (1)1-Agent Name :Naming an AgentY [.j
(Add up to a total ()1-Ag ganng
of three buttons Options: ' Set Counting Variable to 1 g
here. L/
ounting Variable:

Pick a destination question

(@) 1-Introduction :Welcome to the Healtl|.‘

(0)1a-Introduction ;Using this program y

You e the right to appoint
3 one to make health care

isions for you.

(0)y1b-Introduction :The program will hel

- (0)2-Name :Please enter your name, bir

{
| Select Continue to name an
 Advanced (0)2a-Address and phone :Please enter gt

o
J

(1)1-Agent Name :Naming .an AgentYou m
{1)1b-Agent Name :%%[Client first nam
{1)2-Agent Address and phone :Enter tF
{1)3-Alternate Agent? :%%[Client first n:
Desig | (1)3a-Alternate Agent Name :Name you
NOIE! | (1yap-Alternate Agent Address and phot

{1)4-Second Alternate Aaent? :%%rCIie[' _ _
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Advanced Tab

Question Design Window

- N
Question ] Conditions: 19
Add a condition

to be evaluated
either after the
user presses
the button or
bhefore the user

'/ i
_ Fields ]

-

sees the
Event: After user presses button question.
L —
Condition: Script an expression here: [Income NU]>25000

To force a variable to be set every time a user
completes the question type 7=1 in the condition field.

Actions:
> <. |
I Buttons The action can be to seta Set multiple actions
Actions can be| | variable to a value or to branch based on the _ _
based on the user to a different question. expression written in
whether the | the condition field.
expression is If: Aclion:i \ariable:

true or false.

True [+ set variable to value = v |

Fe -
e To set a variable to a value, enter the
A variable name and the value.

The value can include:

Notes:
* the value of another variable:

%%|[Client first name TE]%%

Design
Notes:

*a space: " ", or other text: "children”

*a function: DOLLAR([Asset total NU])
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Reports Tab
(@) A2) Author e —————.. [P e |
ample Hea are Power of Attorney [Sample Hea are Power of Attorne
R
naw apen Save save &5 m

A Full Report includes a list of
variables and steps; text of
questions, fields, and prompts;
button designations; and,
descriptions of all conditions.

Full report options: _ 5yppress field lists _ Suppress default prompts

] ;
= Include field lists = Include default prompts

Options: Field lists and default
prompts can be suppressed
from the report.

-

Step Filter: All Steps

Step Filter: It is also possible to
run a report which includes

il only the questions associated
with the Step designated in the
Step Filter.

Select Create Reportto view a
Full Report in your internet
browser.

S Select Create Script to view the script of all
guestions and prompts in an interview.

Note: This option should be used for
spellchecking or when recording audio files.

To spellcheck, select Create Script. Then
Copy ([Ctrl] + A) + [Ctr]]+C) and Paste ([Ctrl] +
WV} the text into a word processor. Run
spellcheck.

To record audio, select Create Script. Print
and read from the Script using audio
recording software (e.g., Audacity) to create
audio files for each question and prompt.
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Preview Tab

& mack 2 MYPROGRESS 2 Please enter your address and telephone number. |+ SAVE & EXIT
/Irlt iew Variabl
@ Access To Justice Epview Vananles X |
AT CHICAGOKENT COLLEGE OF LaW ” e .
Keep the Interview Variables tf . x

window open while previewing

opan sav

-

8 B85

.

Loop |Va|ue

clgar
-

p Continue

| Interview Script:

i i i Variabl v
Please enter your address and the_lntt’;ervlew to mul;ltortrvhetl'lner f
telephone number. varia E? are collecting the values User " Ender nfa
entered in fields. Avatar nia
Address 1:| ?
Variabl b d AClient first name TE n/a
Address 2:| e c.:an e saved as an .anx Client middle name TE | n/a
file for testing with a HotDocs Client | T p
City:| template. | lent last name nfa
b Client gender MC nfa
County:| | ‘ Agent first name TE | n/a
e d Agent middle name TE| nfa
State: Choose from this list: vV
Agent last name TE nfa
Zip:| | Client address line 1 TE| n/a
Ph Client address line 2 TE n/a
one: NS | Client city TE nfa
Client county TE n/a

Clear Variable
Values here.

JOTTT
R
Dae
Male

SET Client ge MC="%
Client gender MC=Male
{0)2a-Address and phone
Client address line 1 TE=
ignt address line 2 TE=

End Preview Mode and Return

Opens the Interview
WVariables and Interview
Script windows.

to Question Design Window t state MC=
"Edit This" returns you to the ptpostal code TE=
t telephone TE=

last question previewed.

rKeep the Interview Script )
window open while
previewing the interview
to monitor how A2J
Author is processing
advanced conditions and
values collected during

Lthe interview.

Clear the

history of
the script
here.

-

"Resume Edit"” returns you to
the question where you began

your preview session.

IEvaIuate an expression here.E_ y
e o GETTTET O . =

er for Computer-Assisted Legal Instruction
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Upload Tab

Mot Just A Pretty Interface: A2J A4
If you used an existing interview as a
= b template_ or ha_ve copied questions from
another interview, you can clear all
Select the Upload references to media files (.jpg, .flv, and

button to upload __ .mp3) by selecting Clear all media.
an interview to : \_ W

("4 the LawHelp

Interactive Server. _

Vari

Questions Files to upload:

\ ChlzerswzerDocumentsWWork-CAJTWConferences\EJC- 2009 EJC-MatJustaPrettyF ace a2)
ChlzerswzerDocumentsWWork-CAJTWConferences\EJC-2009°2 flv
ChlzerswzerDocumentsWWork-CAJTConferences\EJC-2009°2009ejc_john_mayera2jdxalt jpg

This interview
includes audio files

(-m |03), video files ChlzerswzerDocumentsWWork-CAJTWConferences\EJC-2009'2009jc_john_mayercali jog

(.flv), and graphic ChillzerswserDocumert s ork-CAJTConferences EJC- 2009V ourtap PG
files (Jpg) Notice ChlzerswzerDocumentsWWork-CAJTWConferences\EJC-2009Decizion Tree JPG
that all attached CJzersserDocumentsiviark-CaJTConferences'EJC-2009"Spanish.mp3
files should be CoildzerswzerDocumentsivark-C ATV onferences EJC- 2009 elcame3 mps
located in the same

directory and
folder as the
interview (.a2j) in
order to upload

prooerlv. )
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VARIABLE NAMING CONVENTIONS

Appendix

APPENDIX C: Variable
Naming Conventions

henever possible it is best to use some sort of convention for naming

variables in your A2] Guided Interviews”. Using a standard convention is

even better. Using a convention helps you keep track of what the variables
represent, thus making editing and troubleshooting much easier.

Using a standard helps others also. Through the use of the LLHI server, interviews and
templates are made readily available to other organizations. Leveraging and combining
the work of others with your own corresponding template or interview, whatever the
case may be, is much easier where variable names are consistent. Furthermore, as time
goes on, the possibilities for integration of interviews with document e-filing and case
management system integration increase. Integration with these types of systems
involves the transfer of data using XML standards. In the event an XSL transform for
a particular " 7MY hag already been built to correspond to a particular system, a
lesser amount of modifications to that transform will be necessary as additional A2J
Guided Interviews” are designed, so long as those interviews have used the same
naming conventions for variables.

SUGGESTED VARIABLE NAMING CONVENTION

The examples in this Appendix were formulated by consulting formats developed by
Marc Lauritsen of Capstone Practice Systems and Jeff Hogue of Legal Aid of Western
New York; the LSXML schema, a standard for exchanging information between
different law-related software; and, some peer review by other developers. The
standard naming convention issue has received much attention recently from authors
developing interviews and templates for the legal aid community. Thus, we expect that
standards acceptable to most developers will eventually deviate from what is suggested
here. So please ‘stay tuned’ to the HotDocs” listserv for more discussion on this topic.
To subsctibe to this list go to http://lists.Istech.org/index.html/info/hotdocs.
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VARIABLE NAMING CONVENTIONS

VARIABLE FORMATTING

In general, variable names are formatted with a capitalized first word, normal spaces,
and then two capital letters at the end. These two capital letters tell everyone what kind
of variable it should be: Text, Number, Multiple Choice, etc. For example, the variable
you assign to capture the client’s first name should be called Client first name TE. TE
stands for “text”. If you use a proper noun, though, capitalize the proper noun, e.g.,
Landlord is Massachusetts corporation TF.

VARIABLE SUFFIX

The variable types and corresponding suffix conventions you will use most often in
A2] Guided Interviews” are:

Variable Variable Description

Suffix Type

TE Text Use for the vast majority of variables. Numbers are usually
stored as text variables unless used to calculate something.
Ex-> Client first name TE or Client postal code TE

MC Multiple Use when you want the end-user to pick a single answer

Choice from a list or series of “radio buttons”. (Note: Use true-

false variables when you want to allow the end-user to
select more than one choice from a list.)
Ex-> Client state MC

DA Date Use when a specific date is captured.
Ex-> Client birth date DA

TF True/False Use when the result can only be true or false.
Ex-> Print bad conditions factsheet TF might be set in an
A2] Guided Interview™ to decide whether or not to print a
certain factsheet with the output.

NU Number Use when the variable is used in a math equation.
Ex-> Client asset amount NU

CO Computation Used in HotDocs® templates, NOT in A2] Guided

Interviews®. It is most often used to combine other
variables.

Ex-> Client full name CO

Can be set to equal = Client first name TE + Client middle
name TE + Client last name TE
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CLIENT INFORMATION

The Client is the person who will be filing the pleading, or the “person served.” Only
programmers see this variable name, so we use Client, understanding that we don’t

mean a client of an attorney.

Variable Name

Description

Client first name TE

Client middle name TE

Client last name TE

Client suffix MC

Client address linel TE

Client address line2 TE

Client city TE

Client county MC (If client might be from another state, this can be
Client county TE)

Client state MC There is a standard external file called ussstates.xml

Client postal code TE This is the zip code, but postal code matches the
xml lingo.

Client address CO HotDocs” variable that combines the address info

Client home phone TE Today, cell and home phone are often the same

Client cell phone TE

Client alternate phone TE Phone that belongs to family or shelter

Client marital status MC

We need a standard list of status choices.

Client mailing address linel TE

Client mailing address line2 TE

Client mailing city TE

Client mailing state MC

There is a standard external file called ussstates.xml
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Variable Name Description

Client mailing postal code TE

Client birth date DA

Client email address TE

Client has children TF True/false variable that is set to true if client has

children. Generally, this should mean client has
children in the financial household, since this
variable might be used for eligibility in some

interviews.
Client is married TF
Client primary language TE
Client ethnicity TE
Client citizenship MC USA, for example. Oddly, LSXML uses a 3 letter

code for countties. A standard list is needed.

ADVERSE INFORMATION

When there is only one opposing party, use Adverse as the tag for the opposing party.
If you have more than one opposing party, identify them by role: Undertenant last
name TE, etc. We are not creating standards for all of these potential roles.

Variable Name Description

Adverse first name TE Could be the soon-to-be-former husband

Adverse middle name TE

Adverse last name TE

Adverse suffix MC

Landlordl first name TE ~ If it is possible to have two adverse parties, identify by
role. (Linda and Lenny Landlord both brought the
eviction proceeding)

Landlord2 first name TE
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SPOUSE INFORMATION

Variable Name Description
Client is married TF and Marital status.
Client is divorced TF

If using a nultiple choice option, then
use:
Client marital status MC

Spouse first name TE The spouse name variables follow the same
convention as the client names.

Spouse birth date DA

Spouse gender MC

Spouse information dialog CO ~ HD only

CHILD INFORMATION

Variable Name Description

Children NU Number of children in the houschold. If you need a
different count, such as minor children or children not in
foster care, use a different variable.

Child first name TE Same convention as the client name variables.

Child gender MC

Child state MC

Child birth date DA

Children dialog titte CO  HotDocs" only
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The template questions in a new interview in A2] Author” use variables according to
this convention. Likewise, the sample questions found in the browse menu under the
Fields Tab also include variables according to the conventions suggested above. Keep
in mind, however, that the standard naming convention issue has yet to be settled, and
we expect that standards acceptable to most developers will change, even if only
slightly, from what is suggested here. As this Authoring Guide is a living document, it
will be revised as needed in accordance with standards ultimately accepted by the
authoring community. To ‘stay tuned’ to the standards conversation occurring most
frequently on the Document Assembly listserv, request a subscription to that list at the

following location: https://lists.mayfirst.org/cgi-bin/mailman/listinfo /docassembly.

The Starter Interviews included in the A2] Author” Starter-Kit also use variables
according to the conventions suggested in this Appendix. The A2] Author” Starter-Kit
can be downloaded from www.a2jauthot.org. Select the “Downloads” link. If desired,
variable names can easily be changed for any of these interviews by modifying the
names under the Variables Tab.

205


https://lists.mayfirst.org/cgi-bin/mailman/listinfo/docassembly�
http://www.a2jauthor.org/�

FREQUENTLY ASKED QUESTIONS

Will new users with
completely no IT
background be able
to use A2J Author®

efficiently?

Is there any support for
ongoing usage of the

software?

What are other factors to
consider before
deciding if A2]
Authot® is suitable
for a particular

organization?

Appendix

APPENDIX D: Frequently
Asked Questions

hese frequently asked questions cover a variety of topics, including general
questions about the use of A2] Author®, authoring and troubleshooting,

A2] Author® was specifically designed for use by legal aid personnel, court clerks, etc.
that do not have technical backgrounds. It is not necessary to be a computer
programmer or have an IT background in order to program or write A2] Guided
Interviews”. The scripting of the questions takes no more expertise than using a word
processing program; and, the level of difficulty for writing various types of logical
conditions is comparable to using a basic spreadsheet program.

Developer calls are held on a periodic basis to address commonly asked questions and
provide explanations of program features. In addition, we encourage all members of
the growing A2] Author® developer community to place their questions in the
discussion forums on this website so that knowledge and support can be shared.

A2] Guided Interviews"” created in the A2] Author® tool are more efficient for filling
out forms. They can provide guidance to the user where human guidance is not
available. A2] Guided Interviews" are more likely to be correctly filled out the first time
so that the client is not going back and forth to gather information missed the first
time. This also saves time for the court, judges, clerks, etc.

A2] Guided Interviews” can provide MORE INFORMATION than the form itself. It
can ask questions to make sure that the client is filling out the right form thereby
avoiding wasting their time on the wrong form and causing them frustration. This
increases the client’s overall satisfaction and lowers their level of upset while dealing
with the bureaucracy of the coutts.

A2J Guided Interviews” can provide supplemental information that educates the client
regarding their issues. Just-in-time learning features can be used to point the user to
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What is NPADO and will
I need it to use A2J

Author®?

What document assembly
or case management
programs are
compatible with A2J

Author®?

Besides online training
materials, is there any
other form of
training available for

A2] Author®?

Do I need HotDocs® if 1
have A2] Author®?

Is A2] Author® able to
work with only

session cookies?

other web resources that may be hard for the client to find on their own or outside the
context of filling out the form.

A2J Author” is a tool that runs on Windows operating systems that is used to produce
A2] Guided Interviews” that will run in any browser. Out of the box, A2] Author”
allows authors (courts and legal services) to upload and host A2] Guided Interviews"”
on the LawHelp Interactive (LHI) server. The LHI server, not only hosts the " ©
10N 5o that it can be served to the public, but it also provides document assembly
services via HotDocs®. In very simple summary, A2] Author” is used to create
customized A2] Guided Interviews”. A2] Guided Interviews” collect the information
from the interviewee over the web. The interviewee’s information is assembled
(merged) with a customized template using the HotDocs® services on LHI. The
assembled template (court form, pleading, letter, etc.) is then presented to the
interviewee over the web. The interviewee can then print the document which is ready
for filing, etc. Detailed information about the LHI server including who operates it can
be found by visiting the About Us at www.lawhelpinteractive.org.

Out of the box, A2] is compatible with HotDocs"” for document assembly purposes.
However, it is possible to develop XSL transforms that will translate the data exported
in an " G e apswer file (anx) into an alternative XML format. One such XSLT
has been written thus far for LSXMIL, which is used by Pika case management systems.
For further information on this subject, please direct your system administrator to the
following article: Local Server Setup & XML Transforms.

We provide a complementary series of trainings for introductory and advanced users of
of A2] Author®. For further information send an inquiry to: a2j-author@kentlaw.edu.

It is not necessary to use HotDocs® with A2] Author”. That said, if you want to use
A2] Author” for document assembly, you need to use A2] Author® in conjunction
with either HotDocs® or another document assembly program. Using A2] Author”
with any other program, whether it is for the purpose of document assembly, case
management system data collection, or e-filing, requires that the answer file generated
by an A2] Guided Interview™ be translated using an XSL. transform. For more
information, please direct your system administrator to the following article on
aZjauthor.org: Local Server Setup & XML Transforms.

A2] Author” does not set or read any session cookies. That is the job of the browser.
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Ate there any long term A2] Author® is primarily supported by grant-funded projects. A project is currently
underway that will maintain the A2] Authot” project through January 2012. A

plans for A2J . .- .. ®
sustainability evaluation is underway to plan for future support of A2] Author .

Author®?

Is a specific database No specific database is required.

(SQL or Oracle)
required for the use

of A2] Author®?

What points should 1 keep ~ £12] Guided Interview™ Development Tips - courtesy of Camille Cameron:

in mind when

1. Don’t over plan, just get a general big picture idea in mind, start with laying
out the Steps and get started.

planning and
working on an A2
Guided Interview 2. Always keep your audience in mind when you are writing the interview
questions. Consider all of the terms you are using to ask a question and
either simplify them, or if you can offer a resource (Learn More), try to do
so. For example: a) Define technical words like plaintiff/defendant; b)
Give examples (but make it clear they are examples, not legal advice); ¢)
Ofter links to look up zip codes, counties, phone numbers, etc.

project?

3. Whatever amount of time you spend developing your interview, plan on
about twice that for collecting feedback/comments, testing and making
revisions.

4. Before uploading, do not forget to clean up your variables and make sure
all of the ‘types’ are set correctly -- especially for variables created “on-the-
fly”. For example: ‘check all that apply’ type multiple choice questions
should be True/False variables in HotfDocs.
Where is the date coming - - -the end user’s computer clock? or the server where the A2] Guided Interview " is

from in the TODAY living? “TODAY” comes from the end user’s computer clock.

function?
What screen size is A2] A2] Author” is currently designed for an 800x640 browser window which assumes the
desi screen is at least 1024 wide.
esigned for?
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