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Registration The registration page can be found at
https://www.metarasa.biz/member/register/

Setting up the rest of your account

details All items marked with a red asterisk (*) are
mandatory. You can change most of these
registration items once you have registered — the

Changing your email address and exception being your username.

Updating your Public Profile

password Your email address will only be used to administer

Using the Sandbox to practice the site and will not be published on any web pages

_ _ or used for marketing.
creating a project
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Questionnaire Links

User Responses

Controlling Your Budget
Producing a project (team) report o T
Archiving

Purchasing Credit



https://www.metarasa.biz/member/register/

In the MetaRasa.Biz system you will have a public profile page. This is so that people completing a
survey can see who is administering it and contact you.

The registration items that will appear on your public profile include: your name, company URL,
organisation, and (professional) postal address. After you have registered, you will also be able to
add other information to your profile.

The registration form includes two telephone numbers. The mandatory telephone number will not
be published but is for our use if we need to contact you, e.g.: in connection with your registration. If
you include an optional telephone number, this will appear on your public profile.

There is also a box that asks if you
would like to be able to receive
email via your public profile. If you
say yes, your profile will include a
link to an online contact form that
uses encryption, and other anti-
spam measures, so that your email
address is kept private.
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When you have completed the registration form you will need to enter the word in the
box (which is one of our anti-spam measures). Also, tick the box to show that you have
read all the terms of service and agree to them. Then press the submit button.

* Submit the word you see below:

i

7 ...........

lonly28

Y: I agree to the terms of service

* Indicates required fields

After you have submitted the registration we will review it. Providing you have provided
complete and valid information your application should be approved within a couple of
working days. We will send you an email to confirm that your account has been
activated, at which point you will be able to start creating survey projects.
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Setting up the rest of your account details

Once your account has been activated, you can log in by going to
https://www.metarasa.biz/member/profile/

The first screen that you see will }‘s‘
contain messages from site support.
The menu to the left of the screen
enables you to administer your account
and change the way that your public
profile appears to those who complete
your questionnaires.

The Public Profile can include a company

Team Technology

logo, photo of you and bio. If you are B
dealing with a variety of clients, this 't:-w
profile can help provide the right a0 St Henckan sl

professional image and reassure those
who are completing your questionnaires.
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https://www.metarasa.biz/member/profile/

Updating your Public Profile N O
EET

URL
) Thi= will appzarin a link to your websit= |h‘l‘tp:,-',-'www.te.umte:hmb-g5r.m.uk
Edit Frofis from your public profile page.
Upload Company Logo Lacation
. . ” . o _» Ugload Your Fists Entar your country (and optionally your [Moetn wi=st, England
The first option (”Edit Profile”) enables you Fp— eyt
Us=rname: and Pas=wend Qne-liner

A bri=l description of you that app=ars at the |Suppnrt Team

to change the information that appears on top ot o your aten

. . Bio Th= Support Team provide =mail support for
your pUblIC proflle Your ic® will be the central text that the MataBasa and Team T=chnology

. appzars on your public profile form. Describe | websit=s,
your expersncs or perhiaps the typs of
products, s=rvices or consultancy that you
provide.,

You will have provided most of the
information at the time of registration.

However, on this page there are additional E— -
fields, including: L e

prefile pags,

* aone-liner to describe yourself (e.g.: “”ﬁ“wpp_ e
“career consultant”), e

* a summary of your location that will
appear under your address, and

. Telephone - bo appear on your publie
i il
a blo. 1p'rn.: ;:e:r optional contact tel=phons number
that will app=ar on your public profile.
* Accept Exbernal Ermail?
Do you it to aco=pt email via yor Blic
Once Ou have ressed u date Ou Can pm?;I:L{;;?srffill ;: \'iisl:;\il:zr';-:rr'l:;-l-nlr 'TD
y p p Vi y =mail addre=s is prolected via =ncryplion, *
d ther= i= & "caplicha” image to avoid
heck h h ill b b fomm sy
check how your changes will appear by :
Preamble for your external email form This contact page is for us= by sunmey
The information you =nter here will appzar administrators - i.2.: regiztered users of the

clicking on “Profile” in the menus at the top e srel et o (e i B ekt lsse e Dt
of each page.

|T-:.c|m Technology

mon-members].

MetaRasa.Biz User Guide © 2011 Team Technology




You can upload a company logo, which appears on the left of your Public Profile.

The first step is to prepare your logo for uploading. Please note that, to avoid pages taking an
excessive time to load on slow connections, there is a maximum image size of 160x160 pixels
and 50kb total file size. You can reduce your logo file size using the “resize” and/or “crop”
facilities in software such as Microsoft Picture Editor or Microsoft Paint.

Site Sepport (pof you?l Profle Setmings Conmrad Panel Usar Gurde HOMme Logaut

I~
E—

Your company logo appeary on your

publec profile

£ Profile

~ s - - You have not yet
Upload Company Logg If you have a Windows FC, you can reduce
Ul Yeuls Phaks vour loge image down to the requited size Vi gzl oy s o

St % using the Micoscft Ficture Editor {choose “edit
Emad Sethoos picturas” snd “rasize”).
Watame and PRaEncrs EE e
Select logo to upload: Huwse

Vplond Coenpary Logo

Once your logo is ready, click on “Browse”, select the logo file, and then press “Upload Company
Logo”.

You follow the same process to upload your photo.
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Changing your email address and password

You can change your email settings, password, etc. using the remaining options at the bottom
of the Settings menu.

Please note that, on the email settings page, you have an option to accept email from site
administrators. We will send emails to you on rare occasions, e.g.: to provide advance notice if
we need to take the system down for planned maintenance, or if we add new facilities. If you
uncheck this box you will not receive these emails. If you also want to receive more general
emails from us — e.g.: advertising relevant training courses — then please register your email
address separately in our mailing list using the box on the ‘home’ page.

When you have changed all your settings, the next page to visit is your survey control panel,

where you can use the “Sandbox” to learn how the sytem works. The link to your control panel
is in the horizontal menu bar at the top of the page.
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Using the Sandbox

Site Support (not vou?) Profile Settings Control Panel Help Home Logout

letarasa.Biz: high value business tools

You have no survey projects . .
v prel Unused Credit: £0.00

Purchase more credit

Your control panel contains a list of your survey projects, so How to Contuct a Survey Project:
when you visit it for the first time it will be mostly empty. 1. Enter 3 project name:

Dummy Project
2. Choose a questionnaire:
[sandbox (for practice)  iv|

The best way to learn about a system that is new to you is to 3. Press: JCiesiEl] and follow any
use it, which you can do using the sandbox. The sandbox . Elpﬁhm Coich i apoear ) o
avoids you wasting any of your credit whilst learning. You can S Closethe oot o

create sandbox reports at any time. We will delete old sandbox o Dalte the projest

reports during site maintenance, to keep your archive list tidy. “oersonality T (MMDT)

Produces various reports based on
personality type: basic, advanced, careers,
leadership

The steps involved in running a survey project are summarised Team Health Check (THC)
on the right of the screen. To create a sandbox project, enter a

project name in the Step 1 box (e.g.: “Dummy Project”), then

select “Sandbox (for Practice)” from the drop down menu in

step 2, and then press the “Create” button in step 3.
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After pressing “create” you will be presented with a screen that has at least three options.

1 The project name you assigned on the previous screen is @b
also used as the heading that will appear on the |
questionnaire. You can change the heading/project name

on this screen if you wish.

2 The introductory text appears on the first screen of the

guestionnaire. There is default text for each of the

different guestionnaires in the system, but you can change .,..'.'.'.'?.‘T.'."':'.‘:.':’.‘..”::,'.'2,'12‘.1“.‘:.‘:{:%‘}:-‘::‘i..‘:i::‘.:‘.‘,‘.'..‘.‘:.‘:'::‘.'?.‘.’::-;
the text used in this project here. : : : o= —

3 The final box allows you to set the budget for this project by deciding how many people can
complete the questionnaire. This defaults to one person —i.e.: one person can complete the
guestionnaire — so if you are conducting a team survey, or want to issue the same linke to a number
of people for your convenience, then you will need to change this to a larger number.

4 There may be more options on some screens. For example, when creating an MMDI project you
can choose which reports your clients are able to view.

Complete the process by pressing the “Create Survey” button. Do not press the button a second
time, otherwise you will create two projects and use twice the budget.
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When your survey has been created you will be presented with a confirmation screen that also
gives you the link to the questionnaire.

Retum to Cantrol Panel

Create Duplicate Project £h nama: PJohn Smith

In some circumstances, you may wish to create several identical projects. For example. rather
than having one MMDI questionnaire link that you give to five people, you may wish to give
each of them a unique link.

In that case, when you create the project, allocate the budget for one person only, and use the
name of the first person who is completing the questionnaire as the project name. Then, on this
screen, you can enter the names of the other people one by one — enter a name, press the
“Create Duplicate Project”, enter the next name and so on. When you have finished, you send
emails to each of the individuals and include the link to his/her own questionnaire (the links will
be listed in your control panel).

This latter method is less convenient for you than sending one link to many people, but it gives
you more direct control over your budget and over who completes the questionnaire.
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The Control Panel

When you return to your control panel, it
will have added the project(s) you created
to the list. In this example, as this is the
Sandbox you are now using, your credit
has not been affected. However, if you
had created a real project, your credit
would have been reduced by the budget
required for the new projects (i.e.: the
unit cost x the number of people for each
project).

Each project’s information is on four lines:

.............

Twam lhealth Check {THC)

* The first line contains the type of questionnaire (e.g.: SAND, THC, MMDI or TDA), the name

of the project. and the date created.

* The second line contains the link to the questionnaire (which you copy and paste into an
email to send to your clients for them to complete the questionnaire).

* The third line contains a summary of the project budget: how much you’ve allocated, how
much you’ve spent, and how much is left (the number in brackets says how many people
can still complete the questionnaire given the remaining budget).

* The fourth and final line contains some buttons that enable you to take action on the
project — to view the responses, open/close the project, increase the budget and (for closed
projects only) produce a project report or archive the project.

MetaRasa.Biz User Guide
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Questionnaire Links

The link to the questionnaire contains two parts. The first is the link to the questionnaire, (e.g.:
http://www.metarasa.biz/quest/sand/) and the second is the password to your project (e.g.:
G3kHhBRDAUagSJQrijuV). Itis put into a single link for your client’s convenience and to avoid
transcription errors. You should therefore tell your clients to treat the link with the same degree of
security as a password — and it should under no circumstances be posted on the internet.

When you or the client click on the link, the first éy
. . Al
screen you see contains the introductory message k2

that was set up when you created the project.
When you click on continue, you see the
guestionnaire.

N.B.: the name and email fields are optional, for
various reasons - e.qg.: TDA and THC reports can
often benefit from anonymous responses. If you
don’t trust your clients to enter their names, then
set up one project per client as explained earlier.
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https://www.metarasa.biz/quest/sand/

When your client submits their responses to the questionnaire, they are presented with a page that
confirms their responses have been recorded. If they go back and press the submit button again the
system will not record the details a second time.

-
"{\;-) Sitw Support (ngt you?) Frofie
R
3L
=4

73 m——
&
The confirmation page also includes, where @ &, = sem v

aviee

appropriate, a link to their report (if the Hersaax
guestionnaire is the MMDI) or to a page
where they can review and update their Mr Sand Box

answers (if the questionnaire is the THC).

H I H H i Created: 12 Feb 2011
YOU have acCCess to the Cllents ||nkS via the ﬁ;\:N:D MDVSVTvTr:etp;?;::.tbi uest/sand/G3kHhBRDAUagSIOrijuy
Project’s “Responses” button in your control Budget: £0.00 Spent: £0.00 Left: £0.00 (99)
Responsesl Close | Budget |for: 1 @ £0.00
panel.
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User Responses

When you click on the “Responses” button (in the control panel), you are presented with a list of
those responses to the project questionnaire that are active (i.e.: that you have not deleted) and a
summary at the bottom of the page.

Hame Emall P Address Last Updated Archive

Qummy Ugar 10Mmaone Promewhera.com 2011-02,13 17:20086 Archwye |

Return to Control Panel |

When you click on a respondents name, you are taken to their online report —i.e.: the same link as
shown on the page that confirmed their responses had been recorded.

There is also a button to delete a client’s response. Please note that this response still counts
against your credit — deleting it makes the individual report inaccessible to the client and/or
excludes their details from any project report that is subsequently created.

Deleted responses are still listed on this page (distinguished by a dark background) and you can
restore them by pressing the “Restore” button.

MetaRasa.Biz User Guide © 2011 Team Technology




Controlling your budget

In the control panel there is an option to
increase the budget for a project: press
the “budget” button to increase the
budget for 1 person, or enter a higher
number.

If you want to reduce the budget, close
the project. This will release any unused
budget back into your overall credit (in
this particular example, as we are using

SAND Dummy Project Created: 12 Feb 2011
http: /fwww.metarasa.biz/guest/sand/G3kHhERDAUZgSIOnjuy/
Budget: £0.00 Spent: £0.00 Left: £0.00 (99)
Respnnsesl Close | Budget |fnr: 1 @ £0.00
SAND Dummy Project Created: 12 Feb 2011
http://www.metarasa.biz/guest/sand/tGibuMaYDNivspOtgprd/
Budget: £0.00 Spent: £0.00 L eft: £0.00 (99)

Respansesl Report | Reopen Iﬁ::r:ll Archive |

the Sand box, there are no funds to release back). Then reopen The "SAND Dummy Project"
the project, entering the number of people left to complete the project has been closed. There
questionnaire. This will then allocate the exact budget required to | Were no funds left to release

complete the project.

back into your credit.

Note from these examples that open projects have a light background and closed projects have a
dark background. Also, alert messages appear in black text on a bright yellow background. This is
not aesthetically pleasant, rather it is designed to make you notice important messages.

Also, please note that you can only archive a project that is closed, and you can only produce a
report for a project that is closed. This is to avoid simple mistakes by making sure you go through
the process in the correct order: create a project, monitor the responses, close it, produce a

project report (if appropriate) and then archive it.

MetaRasa.Biz User Guide
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Producing a project (team) report

The first time you click on the éﬁ'r

“Report” button you will be shown the TS ot & refoctropet o cos 0 e oo You Ve oot o vt o B
cost of the overall project report e

(usually £14.95). Once you have

produced a report you will no longer 6

Produce Repert

@i

be able to reopen the project.

When the report has been created, )
you will be presented with a link to it. T
This page will also give you two

further options.

------

The first option is to make the report available to others to read. Initially, only you can read
the project report when you are logged in. This is so that you can make some changes (e.g.:
to an introductory section). If anyone else tries to access the link they will receive a message
saying the report is not available. If you want other people to read the report, click on “Make
the Report Available to Others”.

The second option is different for different questionnaires For the TDA report is to add some
comments by way of introduction. You can simply type text which will appear on a comments
page or, if you are familiar with html, you can use basic tags such as <b>, <h> and <i> to
format your comments.
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For the THC report you have the ability to edit the comments for each question individually. You
update the comments one question at a time, by selecting the question number and entering the
text to replace the existing comments:

New text for the project report:

Question:

New text:

£2011 Team Submit

It is important to review these comments and, where appropriate, make changes for the THC.
Initially, when the Team Health Check report is produced, it includes all the comments made by
each person responding to the questionnaire. To publish all the comments unedited may create
problems in the team rather than solve them. At best, they may create misunderstanding if
people don’t understand the context from which the comments are made; at worst, they may give

rise to potential legal action against you and/or someone who completed the questionnaire (e.g.:
for libel).

In view of this, before making the report accessible to others, you should edit the comments and
replace them with a summary of themes. In particular, you should ensure there is no content that
(a) can be attributed to individuals or (b) discusses individuals. If you have any doubt about the
best practice in this area, please contact us for details of the training courses in the administration
of Team Health Checks that are run by our associate companies.
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Archiving

You can only archive a project once it has been closed. When you click on a project’s “archive”
button, you will be asked to confirm that you wish to archive it:

: ; St Support {1t caul
@

Duminry Preject
The projec r 2I0Z1Y CvIatbitwaPmbit

Archise

This action will archive the current project and all associated survey respondents. Akhough you
can resiore the project (and any associsted project report) from the archive. the project restore
doas not restore Individual survey submessions, which you would have to restore individualty

_Cancel |

Archiving a project has the following effects:
* The project no longer appears in your control panel
* The project report is no longer accessible.
e Allindividual submissions are archived, which means that individual reports are no longer
accessible.

You can restore a project from your credit history screen — which you can find by clicking on
purchase more credit in the control panel, then view your credit history , and then the Restore
button for the project you want to restore. NB: This does not restore all the individual

submissions for the project, only the project report. After restoring a project, you can restore
individual submissions on the project’s responses page.
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Purchasing Credit

Registered users of the MetaRasa.Biz website are able to use the questionnaires at a discounted
rate, compared to the price paid by individuals for the same reports when they are available at the
Team Technology website. Projects are accounted for in your control panel at the normal rate -
you are given the discount at the time of purchasing the credit. For exampe, suppose you want to
administer 30 MMDIs and give your client access to all four reports - which would normally cost
£7.30 each. If you purchase £250 pounds of credit, you get a 30% discount. Although the control
panel will report that the project budget is £219, the actual cost of that credit to you will have
been £153.30.

There is a £50 minimum for any purchase transaction, and
the level of discount increases the larger the purchase.
Transactions are handled securely and independently by

Unused Credit: £0.00

Select the amount you wish to purchase

Paypal, and the credit is in most cases available in your Select Credit Discount Cost
MetaRasa.Biz account immediately after purchase (with the L
£100 20% £80
exception of delayed payment methods, such as echeque). e
£500 40% £300
. . . . £1000 50% £500

To purchase credit, click on the purchase more credit link — S

you can find it just underneath your Credit total in your
control panel. Then select the amount you wish to
purchase, and click the next button.

Next
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You will then see a summary of your purchase. If you
wish to proceed, click on the Checkout button and you

Site Sup

will be taken to the Paypal website, where you can pay Summary of Purchase
using a variety of methodes. RTERL o £0.00
Credit being purchased: £50.00
. Available credit after purchase: £50.00
When the Paypal transaction has been completed, they S Fa i PuEag: 10%
will send you a receipt by email. You can then return to Discount on purchase: £5.00
Amount to pay: £45.00

your control panel and your credit will automatically be
added to your MetaRasa.Biz account.

Checkout

If none of Paypal’s methods seem suitable for you — e.g.: because you do not have a company
credit card - then we suggest three alternatives:

* If allowable under your company’s expenses system, purchase your credit using a personal
credit card and then claim the money back using the Paypal receipt. This is the quickest
option.

* Create a Company Paypal Account, and transfer money into that account using, for example, a
company cheque.

* Contact Site Support and provide us with a purchase order or details for an invoice (purchase
order number, name, company name, address, amount of credit you wish to purchase,
username and member code from your purchase credit screen). We will then raise an invoice
and credit your account once we have received payment. Please note that there is a minimum
purchase of £500 worth of credit for such manual invoices/payments. This is also the slowest
option.
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