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U.S. Army 
cadet command WEB BASED QUESTIONNAIRE (CCWBQ)
USERS GUIDE – SHORT VERSION

REQUIRED:  1-Internet Explorer (IE) 6.0 must be used.  IE 6.0 may be downloaded at http://www.rotc.monroe.army.mil/faqs/ .
           2- Logins and passwords.  
PART I   – Interview Steps
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PART I: Interview Steps                                        .
STEP 1.  The applicant takes the questionnaire.  

STEP 2.  When applicant completes the questionnaire, the PMS or ROO will printout their discussion guide. 

STEP 3.  The PMS or ROO reviews and brings the available applicant records and printed discussion guide to the interview.

STEP 4.  Using the interview outline as a guide, the PMS or ROO begins the interview.

STEP 5.  Interviewer will be free to vary the questions to fit personal communication style or the background of the applicant.

STEP 6.  Where indicated in the interview, switch to the information in the printout. The interviewer should use these follow-up questions as needed to identify motivations or behaviors that may impact on the cadet remaining to commission.  

STEP 7.  Document the interview situations, actions, and results in the space provided
PART II: Applicant Questionnaire-                              .
                           Taking the CCWBQ by the Applicant    .  
The on-line questionnaire steps:

1. Log-in the participant at the Questionnaire Web Site 

2. Proctor the questionnaire administration

3. Print Scenario Guide from the PMS Admin. Web Site.

4. Interview the applicant using the Scenario Guide

1.  Log-in the participant to the questionnaire: 

Using Internet Explorer 6.0, access the CCWBQ by typing one of the following questionnaire web sites into your Internet address bar and pressing enter:

· Four-year Scholarship Questionnaire located at:

https://bytequest.usarmyrotc.com/survey/survey/main.asp?SID=2
· Pre-Leader’s Training Course (LTC) Questionnaire located at:

https://bytequest.usarmyrotc.com/survey/survey/main.asp?SID=4
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	1.  User Name is the PROCTOR-Login provided to you by BDE(Starts with SURVEY_).

2.  Password is the Password provided to you by BDE.
3.  Domain is bytequest.  
(NOTE:  Users will be required to change their Passwords upon initial login.)


2.  Proctor the Questionnaire:  

The participant will click on Begin.  They will type in their personal information (no hyphens in the SSN) and read the Disclaimer.   Applicants will click on Next and continue the questionnaire.  At the end of the questionnaire, they will click on Submit and then click Finish.  (Note:  Using ‘refresh’ at any time during the actual questionnaire will reset the instrument and the person taking the instrument will have to start the refreshed page again.)  

3.  Print the Scenario Guide from the PMS web site:

a.  Enter the appropriate PMS web site into your Internet address bar and click enter:

· Four-year Scholarship Questionnaire located at:

https://bytequest.usarmyrotc.com/survey/user/main.asp?SID=2
· Pre-Leaders Training Course Questionnaire located at:

https://bytequest.usarmyrotc.com/survey/user/main.asp?SID=4
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	1.  User Name is the PMS-Login provided to you by BDE (Starts with PMS_).

2.  Password is the Password provided to you by BDE.


3.  Domain is bytequest.  
(NOTE:  Users will be required to change their Passwords upon initial login.)


b.  Click on Online Worksheets, enter the SSN (without hyphens) and click on Results  Each applicant will have two or three of these associated tabs:   Applicant Detail, Score Sheet, and Scenario Guide.  
c.  Selecting the Print Scenario menu option from the navigations bar will provide a printable version of the scenario guide in a MS Word Document. This is only available within the twenty-four hours after the submission of the questionnaire.

4.  Interview the applicant using the Scenario Guide:

a.  Interview the applicant using the Scenario guide with their responses. 

b.  Select the Score Sheet for that applicant to enter scores and comments.  You may enter the scores and comments during or after the interview.  When the Score Sheet is completed, click on Submit.  (You may print the Score Sheet at any time.)
PART III: PMS Administration – 
          Accessing CCWBQ by the Questionnaire Administrator (PMS)

1.  Access the CCWBQ by typing one of the following web sites into your Internet address bar and pressing enter:

· Four-year Scholarship Admin Site located at:

https://bytequest.usarmyrotc.com/survey/user/main.asp?SID=2
· Pre-Leader’s Training Course Admin Site located at:

https://bytequest.usarmyrotc.com/survey/user/main.asp?SID=4
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	1.  User Name is the PMS-Login provided to you by BDE(Starts with PMS_).

2.  Password is the Password provided to you by BDE.
3.  Domain is bytequest.  
(NOTE:  Users will be required to change their Passwords upon initial login.)


2.  The web site’s main page will have 2 options in the navigation bar:

A.  Online Worksheets 
Worksheets are for the PMS to use during and after the interview.  They can be used to view an applicant’s scenario responses, prepare or update an applicant’s interview score sheet, or view an applicant’s interview score sheet.  

To accomplish any of the above tasks use the applicant’s SSN to view/download RESULTS from the applicant’s questionnaire.  You can print worksheets and results with an analysis detail from this location.  

B.  Instructions 
Detailed analysis of the questionnaire responses with additional information to assist the interviewer is located within these documents.

PART IV: Additional Notes

1.  Passwords and Log-ins

A.  For the web pages.

· There are two log-ins and passwords for security:

· PMS-Login to enter PMS notes on the applicant.

· Proctor-Login to access the questionnaire.

· Initial passwords and log-ins will be generated for each battalion by the Cadet Command (CC) Information Support  Activity (ISA).  

· Password Criteria 
· Maximum password age: 180 days

· Minimum password age: 1 day
· Must have at least three of the four types of characters listed [Upper Case, Lower Case, Numbers, Special Characters]

· Minimum password length: 8 characters
· Users will be required to change their Passwords upon initial login.  

· Lost passwords may be reset by the CC ISA Help Desk.

B.  If using Windows XP, since XP doesn’t give a domain input control, you will have to specify it implicitly in the login ID in this format [domain]\[login id].

Examples:

#1 For userid “PMS_1” 
 enter 
bytequest\PMS_1

#2 For userid “SURVEY_12” enter
bytequest\SURVEY_12

2.  Results Tab Options:

· View participant data.

· View a Scenario Guide for up to 24 hours after a participant has completed a questionnaire.

· Complete a Score Sheet for a participant who has already completed a questionnaire.  Only the most recently completed score sheet will be available for viewing.

· View a Score Sheet for a participant.
3.  When needed the scroll bars are located on the very bottom and far right of the screen.

4.  When the Guides are opened as word documents a separate window is generated.  This will not be a pop-up window.  Look at the menu bar at the bottom of your screen and you can click on the word document there and print it as a word document.
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