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Getting Started
with Forsta Panel
Management

About Forsta

Forsta is the new frontier of Customer Experience and Market Research
Technology. Formed in 2021 via the merger of industry leaders Confirmit and
FocusVision, our global company powers the richest and most comprehensive set
of research and insights solutions, spanning CX, enterprise feedback
management, VoC, VoE, Qual, Quant, Data Visualization and more. Forsta’s
extensive set of market-leading tools, including the award-winning Dapresy data
visualization and reporting suite, combined with the expert guidance of our
seasoned data and insights professionals, empower decision-makers to drive
business impact based on truly deeper customer understandings. Founded in the
Nordics, Forsta means “to understand” in Swedish. Visit www.Forsta.com for more
information.
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Adding a New User

1.
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Click on Settings & Tools from the menu bar then click on Users and

Privileges

§l Lisa Mangone

‘4’ My panel * . Settings & tools 0 Log out

ﬂ My account
@ PANE
al.lsers and privileges

* Available pane & Role manager

[T:.Authenticatinn error log

Actions

2. Click on Add New User.

§] Lisa Mangone

‘4’ My panel~ , Settings & tools ~ 6 Log out

g USERS AN

sters

ﬂ) Add new user

| Name

Click on Add New User

ia,l Manage roles
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3. Enter a username and all other details about the user then click on Create
Account.

§] Lisa Mangone

2 My panel » | I Panel functions « -ﬁ Data & statistics * 4, Settings & tools = 8 Log out

Enter a Username

g USERS AND PRIVILEGES

( User account details @

Username

Email address

First name

Last name

Time zone Central

Dateltime format 03/02/2017 10:37 AM
Role Admin

Password

Confirm password

E Create Account

Click on Create Account

Back to Top



=Forsta

Creating a New Panel

1.

Click on My Panel then click on Create New Panel

§] Lisa Mangone

‘3 My panel v . Settings & tools > 8 Log 0ut|

| g Select a panel

|' " Create new panel

( Available panels (2]
pal
|

Actions ID |Panel name Projects Panelists

@ 3 19 My New Panel 0 0

2. Enter a Panel Name and all other details about the panel then click on

Create panel.

n Lisa Mangone ) Panel ID: 18 - Panel by Lisa Mangone

/' My panel = [ | Panel functions + -ﬁnata & statistics v 4, Settings & tools ~ olog out‘

% CREATE NEW PANEL

Panel properties ‘.f Kinesis Survey™ settings 2\ Panel local "\ fAdvanced settings \ (External services

Panel name |Panel by Lisa Mangone

Days to track activity |90

Time to run activity tracking | 12 i 17 AM
Panel support email | |mangone@focusvision.com

Domain URL | hitps.//salesdemopanel.opinioninsight.com

Default project/campaign points:

Complete 0

Profile 0

Quota 0

Redemption threshold 0

A Click on Create Panel '
e Cancel E Create panel

Back to Top



Adding DataPoints
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1. Click on My Panel, click on Select a panel then select the panel to add

datapoints to.

f] Lisa Mangone

‘. My panel v . Setti

tools ~ 8 Log out|

| s Select |
(@sclecta panet O v

Create new panel

{ Available panels (2}

Select panel to add data points

Actions | D |Pane| name

@’3 1

Sandbox

Projects

13

2. Click on Panel functions then click on Datapoint Manager.

f] Lisa Mangone

My panel ¥ | | panel functions ¥ -ﬁ Data &

stics v . Settings & tools ~ 8 Log out

|/ Datapoint manager

0

PANE. | =

O . g Import data from CSV file

’ - .
I I} Panelist manager

-.,__;_-‘. Query panel

Enatch panelist from file
w4 Community manager
4 Language manager

[*, Email content manager
G File manager

&y Category manager

E_ Batch update rewards
ﬂ_ Rewards redemptions
1s# Redemption manager
._‘L'?.Recruitment source manager

%Update panelist statuses

oFuIcrum Exchange
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3. To add a new datapoint, click on the Question Mark, choose the type of
Datapoint, where to place it, then click Add. You can add: Single or
Multiple Choice, Numeric, Open-Ends or Date.

f] Lisa Mangone

‘. My panel~ [ | Panel functions v ﬁ Data & statistics v 4 Settings & tools v 0 Log out

@ DATAPOINT MANAGER

“Existing datapoints

Choose the type of data
Ij point from the drop down
Add new datapoint

Single choice (radio) ~

@ As first datapoint | Choose where to place the
® add Clos data point and then click Add

4. Enter the datapoint information per the type chosen then click Next.

{] Lisa Mangone

71> My panel ~ | I Panel functions - 5 Data & statistics v 4 Settings & tools o Log out

@ CREATING SINGLE CHOICE DATAPOINT

“Edit datapoints
Choose number of options
Use Cut & Paste | ~|

Enter question text and choices

Cut & Paste d. oint name and options

Gender
Male
Female

- ﬂ Clear contents

Chick Next to continue

<< CJ\HCEL| |I'IEXT>:-|
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5. Click Accept to proceed if the datapoint information looks correct.

] Lisa Mangone
/1) My panel ¥ Panel functions = -i Data & statistics ¥ 4, Settings & tools v ED Log nut|

@ CREATING SINGLE CHOICE DATAPOINT

{ Wizard results

= Wizard has found the following question text and choices

= Click accept to proceed or click back on your browser and try again and to go to the previous page

Gender

) Male

() Female

Click Accept to proceed

<< CANCEL | | << BACK || ACCEPT>>

6. Make any necessary changes to the datapoint label, question text, or
choices, then click save datapoint.

41 My panel =

§] Lisa Mangone

Panel functions ~ ) Data & statistics~ ., Settings & tools v [JLog out|

@ CREATING SINGLE CHOICE DATAPOINT

Label
Q1

{ Creating datapoints

1 Accept or modify
the data point label

Question text
Gender

ID Choice
1 Male

2 Female

<< CANCEL

Accept or modify the
question text

Enter Export Values. Accept
or modify the choices.

Choice functions

C00L
Co00

1
|[2
Save Datapoint
SAVE DATAPOINT >

Back to Top
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Adding Panelists

1. Create or use an existing CSV file with the panelist information to import.
Ensure that the file imported has an email address and all other appropriate
column headers that match each datapoint.

2. Click on Panel Functions then click on Import Data from CSV File.

§] Lisa Mangone
My panel = | | Panel functions ~ ﬁ Data & statistics  ,, Settings & tools « E;Lug out

() Datapoint manager
PANE
g Import data from CSV file

( .
4} Panelist manager

/;Query panel

mHatch panelist from file
o Community manager
*# Language manager

% Email content manager
L-]File manager

Ly Category manager

i Batch update rewards
4 Rewards redemptions
o Redemption manager
'L?f‘“.Recruitment source manager

%Update panelist statuses

eFuIcrum Exchange
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3. Click on Upload files. Once the popup appears, click Add Files, select the
CSV file to add from your local computer then click Start Upload.

Click Add Files,
Select file to add

from local computer,
Click Start Upload

©-add Files @ start Upload 1 kb

. Lisa Mangone O Pa

m My panel = O Panel functions = ‘ Data & statistics » *Settings & tools 9 Log out|

& €3 Ciick Upload files Upload files [}
Select files

E Y files Add files to the upload queue and click the start button.
Filename Size Status
o No csv files found
= ten.csv 1 kb 0% @

0%

10
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4. Once imported, click on Import from this file.

§ Lisa Mangone

/' My panel ~ [ | Panel functions « 5 Data & statistics +  Settings & tools = 0 Log out

EE; CSV IMPORTER

“Imported CSV files

*

—

Click to import from this file

File Name File Siz
Imported file
ten.csv

Al I

5. Map the data points to the appropriate CSV fields then click on Import.

H Liza Mangone
b* My panel Panel functionsw ﬁ Data & statistics » 5, Settings & tools v Q:i Log out

@; CSV IMPORTER

SELECT fields TO IMPORT FROM FILE ten.csv” (2]

For each item, choose the datapoint from the dropdown menu on the left that matches the header
walue on the right. If you leawe an item blank, that item will be ignored during the import process.
You can try the "Map automatically" feature, which will attempt to do this for you, but it depends
on being akle to match the datapeint label with a header label. See the help for additicnal

@ information.

Imports that do not have LOCAL |0 mapped when being inserted will be inserted with the panel
default language as their default. You can change the current default language by selecting a
different language from the Language Manager

Map each data point fo the CSV field

Map target [tata walue
EMAIL ADDRESS

@ Map sutomaticalb

First line is a header line  yes -~

-mail addrass
2 Password

v Gender) Gender

Click Import

<< BACK | | CLEAR | | IMPORT >>

Test import
no |

Import method
Insert & Update | ~

I:' Save order as

Back to Top
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Creating a New Project

1. Click on My Panel then click on Choose Project.

n Lisa Mangone
‘' My panel = | "1 Panel functions ¥ -ﬁ Data & statistics * 4 Settings & tools = 8 Log out

di .
#, Edit properties A MANGONE

[ g select another panel
_ create new panel
||:a Choose project

2. Click on Add New Project.

' Lisa Mangone
‘. My panel » | "] Panel functions -ﬁ Data & statistics + 4 Settings & tools Q Log ou

PROJECT SELECTION

|‘( Available projects @

Folders F « Select ID  |Project name
1 ¢ Recently accessed
L. Projects

<+« BACK TO PANEL MODE | | ADD NEW PROJECT >

12
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3. Enter a project name and all other details about the project then click on
Create Project.

ﬂ Lisa Mangone "] Panel ID: 18 - Panel by Lisa Mangone
1 My panel = | Panel functions « Q Data & statistics * ;4 Settings & tools » Q Log out

| .| ADD NEW PROJECT

/ General settings (@) Other settings ) ( Survey settings ) f category assignment

Name |Lisa's new project

e

Enter a project name

"4;\{ Description

Link to survey No active surveys exist, or they are already assigned to other panels. at https://salesdemosurvey.opinioninsight.com|

Link to Decipher survey | none | v

Complete 0 Links for surveys.
Lefauttewardpoints Golle 0 Enter Default reward points.
Quota 0
Default maximum participation 1
Estimated incidence %
Project manager | Lisa Mangone ~
Assistant project manager ~

Target close date | 03/09/2017 11:07 AM

Click Create Project

@ Cancel

H Create Project

Back to Top
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Running a Query for Sample

1.

Click on Project Functions then click on Query for Sample.

l Lisa Mangone

() Panel ID: 1 - Sal

/1) My project ¥ | B Project functions =

| Invitations « -5 Data & statistics v ;4 Settings & tools = B Log out

m JANUA

—]

;__{;. Query for sample

EMatch panelist from file
%Sample manager
@Distribution manager
E]lmport sample

& Category manager
GFiIe manager

E:' Exit page manager

@ Update panelist statuses

2. Click on Create New Query

Y

Campaigns at a glance )]

Name 1 | R RR HRR | C | SC |
Soft Launch 2,499 0 000% 0.00% 0 0
Main Launch 11240 8,969 79.80% 000% 7,283 562
Jason Sample 11,194 0 000% 0.00% 0 0

n Lisa Mangone

Panel ID: 1 - Sale

/1) My project = ) Project functions * | | Invitations » -ﬁ Data & statistics * ;4 Settings & tools = 6 Log out

% QUERY PANEL

(Projecl queries (2]

Ei Creafe new gquery

Click on Create new query

..h Define new region

% Manage activity filters

1_§ Business

14
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3. Build a query by dragging in data points from the left into the query building
area in the middle, then choose options from the right. Click preview to see
how many panelists were chosen.

Enter a name for the query, click Save Query to re-use then click Save as
Sample to save out the queried sample file.

ﬁ Lisa Mangone IJ Panel ID: 1 - Sales Panel e Project ID: 2 - January Electronics survey /2017 02:28 PM|
@ My project v [ Project functions v [ Invitations v ﬁnala & statistics v, Settings & tools ¥ 0 Log out: Save the query l Save as sample
% quer‘gbul[der 7 Guide me Females Age 18-51 Name the query Click preview 1, Preview BSEVE query ) @l Save as Sample @ Extt
7 to view resuls E
~ Datapoints. Query explained & | Properties
Al groups o1~ auery building area Make avallable s filter O
Share query among all projects and panel D
. Choose data points s o Obey panelist contact frequency settings O
to run query  Gender Is Female DIk =
l’ Build the query 4 : Include panelists even if reserved
 Qpanel) Subpane|g@ssification o Additional deduplication by datapoint
‘ No deduplication [
(©) Gender) Gender AND
Clause editor
" DOB) Date of birth - I —— . T —
1 Age Range Is 18 - 50 tg) = AgeRange Age Range _is v
AGOIATE || e :
w m + () Under 18
First) First name IPercent Panelists 8 ;f -5 Select oplions
+
Middle) Middle initial Included 2.7% 5018
Excluded 77.3% 20,146
Last} Last name: Total 100% 26,064
Address) Address
o:
UnitNumber) UnitNumber
_—
Qcity) City
(@) State) US State

Back to Top
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Creating a New Campaign
1. Click on Invitations then click on New Campaign.

' Lisa Mangone Panel ID: 1 - Sal

/1) My project v | ) Project functions + | | Invitations v ﬁ Data & statistics « g‘ Settings & tools = 0 Log out

‘G} New campaign |
G} Campaign manager

m JANUARY ELECTRONICS S

( @ Automated campaigns

2. Click on the type of invitation to send out. For this guide, we'll use Survey

Invitations.

f] Lisa Mangone ") Panel ID: 1 - Sales Pane

‘4 My project v [ | Project functions v | | Invitations v ‘5 Data & statistics v  Settings & tools v 0 Log out

" Please select campaign type

S Choose the type
IE Survey invitations of invitation

@ Automated invitations
|

Hover over the buttons to
description of the type of ca

E Diary invitation

G Profiler invitation
G Back

16
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3. Enter an Internal campaign name and all other campaign properties then
click Next.

f] Lisa Mangone Panel ID: 1 - Sales Panel [ Project ID: 2 - January Electronics survey S 03/07/2017 03:58 pnl
4 My project~ (| Project functions v [ Invitations ~ '@ Data & statistics 4, Settings & tools » () Log out

m CAMPAIGN WIZARD

(@ Properties éJ Invitation Campaign Properties

(@ survey name et Enter a Publish inviation to the Community Portal?
F X Yes () No () Exclusively
@ scneauie I“;ﬁp;’"‘:fm campaign name oo

(3

Campaign reward points.
@ nvitation Complete 5 Profie 0 Quota 0
& select sample Maximum participation
1
@ Finalize

Enter
properties

Reward panelists ..
(@ Firsttime only () On every compiete

Reward points budget
0
Target number of completes
Estimated incidence
%

Offer second chance to participate in Fulcrum Exchange

. (O Yes @MNo
Click Next
R Custom URL
to continue URL parameter name vaiue Actions

4. Enter a Survey name then click Next.

E Lisa Mangone Panel ID: 1 - Sales Panel 3 Project ID: 2 - January Electronics survey " 03/07/2017 03:58 w{
7 My project~ [ Project functions v [ Invitations » ') Data & statistics v , Settings & tools~ (7} Log out,

m CAMPAIGN WIZARD

@ Properties éj Survey name ?)
(@ survey name

@ The following survey name and description will be always used when referencing this invitation
(@ scheaule availabl

— Enter a

(@ Invitation English | Spanish (Spain)

e survey name
@ select sample MNew survey invitation
@ Finalize Serveydescriphion

Enter survey description here

Click Next to continue

17



=Forsta

5. Specify the Launch date and time of the invitation campaign then click
Next.

|! Lisa Mangone ) Panel ID: 1 - Sales Panel % Project ID: 2 - January Electronics survey T 03/07/2017 03:58 pn{
|42 My project = () Project functions v [ Invitations v ') Data & statistics » 4 Settings & tools~ () Log out‘

’K\ CAMPAIGN WIZARD

@ Properties é;’ Invitation Campaign start and end dates @

o Survey name

Launch date and time SpECIfy |aunCh
© schedute 3 [v]7 [v] 2017 [v][%][oa[~] 5o [~ ] Pm date and time

0 Invitation [ set campaign expiration

0 Select sample

0 Finalize

['cancer || << previous | next »> \4 Click Next to continue

6. Customize the Email Template then click Next.

[@ Gsa Mangone Panel ID: 1 - Sales Panel 3 Project ID: 2 - January Electronics survey % 03/07/2017 03:58 P
| My project v [ Project functions v [ Invitations v ) Data & statistics v Settings & tools v ) Log out

'm CAMPAIGN WIZARD

@ Properties é; Invitation template .
Select a community

© survey name Preview email for Sales Community - Base =) z
& schedule Use email template New responsive template (without banner) || an d emal I te m pI ate
o Invitation Name Automobile Invitations

nvi
@ select sample English | Spanish (Spain)
@ Finalize

From  Research Panel Co (TEST) <i joni com:
Subject New survey invitation

>>> {YOUR} LOGO ‘

Hello %FIRSTNAME% %LASTNAME%

C UStom 1ze the Today we have a fun and interesting survey about cars for you to take!
emall Content Click on the link below to start:

%LINK%

%OPTOUTLINK%

%OPTOUTREMINDERLINK%

Start survey here Visit community

Best regards,

Your name,
Company, Inc.,
= i Center Drive

Click Next P
to Contlnue Terms | Privacy | View in browser | Unsubscribe

18
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7. Select the Sample File to use to send out the invitation then click Next.

h Lisa Mangone Panel ID: 1 - Sale< Panel g Project ID: 2 - January Electronics survey
[ My project Project functions » || Invitations = ﬁbata & statistics = 4 Settings & tools ~ 0 Log out

m CAMPAIGN WIZARD

& Properties [éJ Please select a sample to invite

& survey name

Select Name Sample size resp:

@ schedule Female US/GB 3228 0%
Sample import from list by Danele Pizzocchero 1 6%

Q@ invitatien Female Sample 1173 0%

a 18-50 who are Apple brand . 4834 0%
© select sample D Select sample file(s) e o
© Finalize O Lo Apple and age is 18-50 (Part 1) 100 0%

O L Apple and age 15 18-50 (Pan

O appeandageis 16-50 Pl Click Next

0O & Apple and ace is 18-50 (P

to continue

8. Preview the Summary, send yourself a Test Email then click Finish to finalize
the campaign.

n Lisa Mangone [ ] Panel ID: 1 - Sales Panel (& Project ID: 2 - January Electronics survey %, 03/07/2017 03:58 Pi
I3 My project v Project i v [ itati v Qoataa istics v ings & tools v Olog out

m CAMPAIGN WIZARD

@ Properties [3'3 Final error check 9

& survey name y
Notice: once you press 'Finish’ your newly created campaign will be active! Invitations will be sent

& schedule & out automatically, as soon as the start time has passed. Until then you will still be able to delete
the gn and make tolt( edit etc.) -
@ invitation ; Preview Summary
| Project starts 03/07/2017 03:59 PM /)
@ select sample Project expires | Never
o Finalize Purpose | Invitation
Using sample Apple and age is 18-50 (4830 panelist(s))
E‘cammunny invitation [ Yes % A
Send a j:r‘hmplau name Automobile Invitat| CI'Ck FlnISh tO
fost e sens e messige w activate campaign
CANCEL << PREVIOUS FINISH >>

Back to Top
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Creating Cross Tabs

1. Click on Data & Statistics then click on Cross Tabs.

§] Lisa Mangone [ ]
”l\_ My panel» | | Panel functions ﬁ Data & statistics * ,_ Settings & tools - Q Log out
p— (&) Dashboard
CROSS TABULATION
ﬂcharts & statistics
fConﬁgured cross tabulations &* Export panel data
@ ) 2% Recruitment source stats
|1> Add new configuration
#JReports repository

Actions 'Name of report “'jt:ross tabs Created by

@ @ Gender by State and B '@ Project statistics Lisa Mangone

wNewsletter delivery statistics

Gender x Age Range Daniele Pizzocchero

GFuIcrum Exchange statistics

{‘?j Recruitment source report

@Financial report

¢ Panelist activity report

2. Here you can create a New Cross Tab or modify an existing Cross Tab.

§] Lisa Mangone
anel » [ | Panel functions ~ ata & statistics + ,  Settings ools = og ou
2 My panel Panel funct Data & statist 4. Settings & tool Log out

CROSS TABULATION

| Create a new crosstab

'(Conﬁgured cross tabulations

i|___1> Add new configuratiol

Run or modify an existing crosstab

il

Created by

Gender by State and Brand Lisa Mangone

(@‘ @ Gender x Age Range Daniele Pizzocchero

20
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3. When adding a new configuration, select your Banner and Target
question(s), name the Cross ab then click on Save & Generate Report

E Lisa Mangone [Zl

1 My panel = [] Panel functions « 5 Data & statistics v 3, Settings & tools = @ Log out

D CROSS TABULATION

" Report name(Z)

Report name | Crosstab by Lisa Mangune‘ | Enter a Report name '

" select questions

Banner question(s) Target question(s)
g Qpanel (checkbox) Subpanel classification
{4 Gender (radio) Gender

g State (radio) US State

@ Qelectronics (checkbox) Elect
g Cbrand (radie) Apple or Android?
g Qapple (checkbox) Apple

@ AgeRange (radie) Age Range
g Country (radio} Country

A G (Opanel (checkbox) Subpanel classification

G Gender (radio) Gender

@ State (radio) US State

G Qelectronics (checkbox) Electronics currently owned
G Qbrand (radio) Apple or Andreid?

G Qapple (checkbox) Apple

G AgeRange (radio) Age Range

G Country (radio) Country

@ AgeF (radio) Age b G AgeF (radio) Age W
o Add custom guestion

currently owned

Select Banner and
Target question(s)

 Additional options

Include

Cell counts
Row percentages

Column percentages

D Indices

“Data filtering using panel queries

Do not use panel query v Save and Generate the Report

<< CANCEL CHANGES SAVE CHANGES SAVE & GENERATE REPORT =>>

Back to Top
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Accessing a Community Portal

1.

Click on Panel Functions then click on Community Manager.

’ Lisa Mangone

’.‘_‘ My panel* | | Panel functions ~ ﬂ Data & statistics v 4, Settings & tools = 8 Log out

|/, Datapoint manager
22 po g
TEST _
- & Import data from CSV file

f &Panelist manager

;__;_;.Query panel

EHatch panelist from file

|du|Community manager

*¢# Language manager

[%% Email content manager
G File manager

& Category manager

s_. Batch update rewards
E_. Rewards redemptions
J Redemption manager

L‘L‘E.Recruitmnt source manager

@Update panelist statuses

2. Click on View Community

f] Lisa Mangone

My panel + | | Panel functions v -‘ Data & statistics v 4, Settings & tools » 6 Log out

g COMMUNITY MANAGER

{ Available communities (2)

% New Community

Actions ID | Community name

39

1 Default Community

Click on View
Community

22
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3. Login into the community with your panelist credentials.

Forsta

Home Feedback Account About Contact

t you have logged in, feel free to take a look around,
witness first-hand the perspective of a respondent
s technoll ‘1,

idvanced as Kines

Update Registration Info

Quick polls

4. Once logged in, access information like available surveys, reward
redemptions, discussion forums, your account profile, and quick polls with a
customized branded community portal.

Forsta

Home About Contact

Im not a robot

I cron,

Resend confirmation

Back to Top
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Summary

For further assistance during your trial, there are two ways you can seek help:
1. Review the Knowledge Base, which offers training videos and a searchable
database.

2. E-mail the Forsta Global Tech Sales team if you need more one-on-one
assistance.

We are committed to ensuring the Forsta Surveys tool meets your needs as you're
going through this evaluation period.

Back to Top
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