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MERIDIA

About this User Guide

This user guide explains how to install and use EZ-VOTE.
Names of chapters in this document are italicized and clickable links (in PDF format). Use these links to quickly navigate between chapters.

First time users should read the Setup & Installation section to learn how to get started with the EZ-VOTE software and hardware. The Quick
Start Guide describes the basics of how to create and run audience-response enabled PowerPoint presentations.

Later sections describe the individual processes and features in greater detail. These sections can be read in full or used as a reference. The
Appendix contains additional information about Meridia and details on obtaining technical support.

What is EZ-VOTE?

EZ-VOTE allows instructors, trainers and presenters to easily insert objective polling questions within standard PowerPoint presentations, and
capture and analyze audience responses.

Responses can be captured, complied, and displayed immediately. All response data can be easily retrieved for further evaluation, and a
range of robust reports can be generated. Topical games and contests can also be incorporated within the presentation to further involve the

audience and to reinforce the concepts discussed within.

Capturing responses using EZ-VOTE is as simple as four easy steps:

Create EZ-VOTE Slides — add interactive EZ-VOTE Slides to a PowerPoint presentation
Run Presentation — deliver the interactive presentation to an audience

Collect Responses — capture audience responses from Meridia's keypads
Manage Results — save responses and analyze using custom reports

Hardware & Software Requirements:

Operating System Compatibility Windows XP, Vista, or Windows 7 (32, or 64-bit) with all Service Packs

MS Office Compatibility MS PowerPoint 2007 or 2010 (32 or 64-bit) with all Service Packs

Recommended Hardware Pentium 4 3GHz or greater (dual-core recommended), 2GB RAM (3GB or more recommended)
Minimum Hardware USB Port (1.1 compatible) required, 50MB disk space

Other Requirements No disk encrypting software, no active antivirus, no restrictions on USB ports. User must be a

local administrator with software installation privileges.

REQUIRED: When the Meridia hardware is connected, the computer should be plugged into a power source (not running on
battery power).

6/132
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Chapter 1

Setup & Installation

This chapter shows you how to install the EZ-VOTE software and hardware.
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Installing the software

IMPORTANT: Do NOT plug the base into the computer at this point! Install the software first!

Download Procedure

EZ-VOTE software can be downloaded using Meridia’s AppCenter. To get to the AppCenter, first visit our website www.meridiaars.com and
click on the SUPPORT link in the upper right corner (Figure 1). Alternatively, you can get to the AppCenter directly when you navigate to:
http://meridiaars.com/appcenter.

Once on the Support page, click on the link (Figure 2) to launch the AppCenter and follow the on-screen instructions.

MERIDIA . .. .o

AUDIENCE RESPONSE

SYSTEM SALES EVENT RENTALS SOFTWARE

Figure 1 - Meridia Audience Response Support page link

Homes Support

Support

| @ce Response Software Dow@ OTHER LINKS

Chck on the ink above and download our Agp Center (sciven shot) 8 umque download center for all of our E-Z and Software Downloads
PowerPoint add-in auchence response software for free. The App Center also lets you activate your audience
response base receners By chcking on the Drivers & Exiras’ link, you can find vanous useful files ike
backgrounds for your ARS shdes, user manuals, sound bats for your countdown clocks, as well as installation &
quick guides (PDF format) and drivers for our USB receners

Drivers & Extras

Training & Tutonals

Tips & Trncks

Mendia Support Department
InfoBase Customer Service

Figure 2 - Meridia Audience Response Support page link to AppCenter
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Meridia AppCenter Instructions

Link to AppCenter will open up a window with download instructions (Figure 3). Follow the on-screen instructions:

EZ App Center

Hext Steps

1. When File Downicad dalog bos sppears. (Bck Duwriosd Fle

P T bty bt re e By barest b o b bl s 8 Sews b by S T pe ke b b en rghees

1 When File Downiced delog box appears. clich Run

e Domevioad  Sacaarity Wae ring =

[Chn prmy et s wrs o wrve W e 7

Nme g e
T gk e, awE

iy b isetombe sl e pness
e e e U
R L s T TN

L When lecurity Warring delog bor appeany. click Run

0 pidinbar cabd l ba s Are PR ST PR R T e T
ok mn

D e
Faste  Uboeee Pddeler

(2 ] (Ctee )
T P s X e & ook 8 e Dt el 03 bR Ty

R e e R T SR T ]
L LTS

Figure 3 - Meridia AppCenter Download/Launch instructions

4. If .Net Framework License Agreement dialog box appears, click Accept.

@ AppStore Setup g]
For the lollowing components:

Microsoft \NET Framowork 4 (85 and x64)

Pleata read the following icerse agreement. Pross the page down key to
sec the rest of the agreement.

MICROSOFT SOFTWARE
SUPPLEMENTAL LICENSE TERMS

ICROSOFT .NET FRAMEWORK 4 FOR
MTCROSOFT WINNDOWS OPFRATING s

E View EULA for peinting

Do you accept the terms of the pending License Agreement?

If pou choosa Don't Accept, instal will close. To nstall pou must accept
thes agreemert

l Accepl i 1 Dent Accept ]

Figure 4 - Microsoft .NET Framework 4 Installation
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In case you have trouble installing the AppCenter, download and install .NET Framework 4 ((Figure 4) directly from Microsoft:

http://go.microsoft.com/fwlink/?LinkId=181012. Then try to run the AppCenter again.

AppCenter

When AppCenter is running (Figure 5), click on Login button in the upper left-hand section and, if needed, fill out the registration form.
NOTE: If this is the first time registering with us, confirm your account via a link in an email we sent you.

When you confirm your email, come back to the AppCenter and click on the Install button under the desired software and select Run/Allow
when prompted.

‘%% Meridia App Center

What is your opinion?

AP] Easiest 100%
MeridiaARS.com - 610. 0 PowerPoint Polling Strongly Agree
o Software . Neutral

- [Disagtee
| Strongly Disagree

Convert PowerPoint slides into
interactive polling slides with the

Install Software press of a button.

Click a button to the right to install any
of these apps...

Activate Bases

Click here, to "activate” your base - so
you can use keypads with these apps...

—————
Activate Bases

CATEGORIES
Thtan

Figure 5 - Meridia AppCenter (the image shown may change as more apps are published)
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Registration in the AppCenter

Once in the AppCenter you will need to login by clicking on the “Login” button in the upper left-hand corner of the page (Figure 6). You will
only need to register/log in once per computer/user.

= Meridia App Center

MeridiaARS.com - 610.260.6800

e

Figure 6 - AppCenter Login button

On the login screen (Figure 7), enter your email address and we'll match it against our database.

Email Address:

Login

Figure 7 - Login screen
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If you have not registered before, you will be prompted to enter your information in the registration window (Figure 8). Enter your
information into the proper fields. Once you have done this, click the “Create” button.

First:

Last:

Company:

Email:

Email (confirm):

Phone:

Figure 8 - Registration Window

Clicking on the "Create” button will register your account and an email will be sent (Figure 9) to the email address you
provided.

*The confirmation email contains a link that you will need to click on in order to complete the registration process.*

Complete Your Meridia App Center Registration

Meridia AppCenter [appcenter@meridia.onmicrosoft.com]
\.l..’ed
cliff

Thank vou for registering with the Meridia App Center. Please click this link (or copv/paste
into address bar of vour browser) to complete vour registration:
http: ‘meridiaappcenteradmin cloudapp net/ Confirm R060351

Figure 9 - AppCenter Registration email

Once the registration process is completed by clicking on the link in your email, you will receive this message.

EZ App Center

Registration complete.

Next time you vitit the Meridia EZ App Canter, you can logm using the email addrets to which the confirmation email was sent

Figure 10 - Registration complete message
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First-Time Installation

When you confirm your registration, return to the AppCenter and initiate the download of the EZ-VOTE software by clicking on the
appropriate “Install” button.

Your Opinion?

Polling in Seconds...

Activate Bases

Figure 11 - Download the EZ-VOTE (or any other software) from the AppCenter

Depending on your computer's security settings, you may see a variety of security warnings, all of which should be "Accepted” or "Allowed.”
When asked if you would like to Run or Save the installation package, choose Save and place the installation package in a known location,
e.g. "My Documents.”
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AUDIENCE RESPONSE
If you cannot automatically start the setup program after the download, locate the EZ-VOTE installation package “EZ_VOTE_SETUP.EXE" in the

folder you've selected when you initiated the download and double-click on it to run it.
The initial screen of the installation program should look like this:

- .

EZ-VOTE - InstaliSheeld Wizard

Prepanng Setup
Please wat whie the InstallS heeld \Woad prepares the tehup

EZVOTE Setup is prepaning the InstallShield \Wizard, which will guide you through the rest of
the 1etup process Pleate wat

Click Next to proceed.

Read the license agreement, and select 'T accept the terms of the license agreement.’ Click Next to proceed:

EZ-VOTE - InstaliShield Wizard

Photo Communications Corp. Click-thru Software End
User License Agreement-Get Feedback™

Any modification or alterations to this Agreement shall be vord

unless contained in an instrument duly executed by both

parties

This Software License is made of the date this Agreement is i

s Caem TThe Macene” DA

Bort

el ol s o TVl o ™ oo s v

@ | accept the termns of the icense agresment
| do not accept the terms of the hcense agreemeant

| Hext> [Canul

By default, EZ-VOTE is installed in the directory C:\Program Files\EZ-VOTE. If you would prefer to install the software elsewhere, click Change

and choose your preferred location using the Choose Folder dialog. Click OK when done:
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[ £2-VOTE - InstaliShield Wizard ———

Install EZVOTE to
C:\Program Fles\EZVVOTE Change...

_ <Bok [ indsd ] [ Comcol

Click Next to proceed.
Setup is now ready to install EZ-VOTE. To review or change any of the settings, click Back. Otherwise, click Install:
After the installation, click Finish to end the installation process and return to the desktop.

This concludes the installation of EZ-VOTE:

E2-VOTE - InstaliShield Wizard l

InstallShield Wizard Complete

The InstallSheld \Wizard has successhuly instaled EZ2VOTE
Click Finish to ext the wizard
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Verify that EZ-VOTE has been installed in Add/Remove Programs (Windows XP) or Programs and Features (Vista & 7):

% Add or Remove Programs E‘@lgl

o —
@ Currently installed programs: [ Show updates Sort by: | name v
Change or - =
fidsits 3? Canon iP90 Size 8.91IMB A
Programs | | g Canon P90 Setup Utiity Size  5.75MB
18! canen Photorecord Size  B0.50MB
. Canon Utilties Easy-PhotoPrint
e ® ¥ Size  28.20MB
Programs. _& Conexant HDA D330 MDC V.92 Modem Size 0.76MB
5 csvaus
@ ]f,l Dell Driver Download Manager
'dedflgm W Dell Touchpad Siee  7.66MB
Components © Dell V305 Size  114.00MB
@ ]Eil Easy-WebPrint Size 0.98ME
1§| EPSON Printer Software
Set Program
Accessand _ SIIEPSON Scan Sive 1R MR
Deef aults
W E2-VOTE
Used
dOn 2
ige or Remove.
& Google Chrome Size  299.00MB
& GoToMesting 4.5,0.457 Size  B.46MB
MR Ceshharsl un G0a P ||

If you decide to launch the application, you should see the PowerPoint splash screen first and then a EZ-VOTE splash screen immediately
after that:

C -qro;ﬂ‘n MY Veraa Auos ] Dor
A g ) MERIDIA

tn Haadeyed

After PowerPoint launches, locate the Meridia tab and EZ-VOTE toolbar in it:

Home Insert Design Animations Slide Show Review View Mernidia
QM ™M™ O
Insert Conwert Graph Objects Tools Reports Help Base
Slide~ Slide Type ~ v - v - Disconnected
EZ-VOIE Pro
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AUDIENCE RESPONSE

Installing the hardware

EZ-VOTE uses the latest in patented audience response RF (Radio Frequency) technologies. Using one or more Merida Base
units connected to a PC, your audience can communicate reliably and instantly with the software using one of our wireless
Meridia RF keypads.

Each Meridia Base unit supports up to 500 wireless RF keypads, gathering the responses from the keypads and sending the
data directly to EZ-VOTE. The number of Base units that can be used in a meeting or event is only limited by the number of
USB ports you have access to on your computer.

The hardware installation procedure described below only needs to be performed once per each USB port on every computer
where the software is installed. Once hardware installation is complete, the Meridia Base Unit is ready to be used as soon as it
is connected to the computer.

Figure 13 - Meridia ProVote USB Mini Base

-~  MyVote USB receiver

ol =

Figure 14 - Meridia MyVote USB Mini Base

Figure 12 - EZ-VOTE system consists of USB Base (Receiver) and
Keypads (computer is not included)

MyVote USB Receiver Mini-base

1. Plug the ProVote mini-base into an available USB port on your computer...you should hear an audible response
from your computer to confirm reception of base.
2. Open up your pptx. file, click on the Meridia tab and select Base Settings under the Tools drop-down menu.

3. A window will open up showing the base ID and that it is enabled. (For more information about Base Settings , see
Chapter 7 — Configuration & Settings.

W Base Settings ®

[ UsB | [ Advanced |

|nmm USS Base(s) Detected
| - Basell . Baielharent BaieSens.  Lod'sd: ~Slatusi
“ 1 2 CHE ] Ensbied |

[ Reiresh | Enable Disable
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AUDIENCE RESPONSE

Uninstalling EZ-VOTE

To uninstall EZ-VOTE, select Programs - EZ-VOTE - Uninstall EZ-VOTE from the Start button. Alternatively,
use the Add or Remove Programs or Programs and Features option from Control Panel.
Locate EZ-VOTE in the list of installed applications and click Remove (or Uninstall).

From the Confirm Uninstall prompt, click Yes to remove EZ-VOTE and all components and settings.

All your saved PowerPoint presentations will be preserved, as long as they are not saved in the EZ-VOTE program
installation directory (which will be deleted).

Once EZ-VOTE has been uninstalled, saved presentations including EZ-VOTE Slides will still open and display
only as regular PowerPoint presentations. Although saved response data will remain visible in charts, graphs etc.,
neither the EZ-VOTE Toolbar in Add-Ins tab nor the EZ-VOTE Control Bar during a Slide Show Mode will be
available and reports will not be able to generate.
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Chapter 2

Quick Start Guide

Using a step-by-step example, this chapter demonstrates how to use EZ-VOTE to create and run an audience-
response enabled presentation.
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Launching EZ-VOTE

The application can be launched via the icon placed on the desktop, or through the Start button
(Programs > EZ-VOTE -> EZ-VOTE).

You can also open PowerPoint as normal (e.g. by selecting PowerPoint from the Start button menu or by opening
a PPT file) and EZ-VOTE will start with it. New toolbar will be available: the EZ-VOTE Toolbar. (Figure 13)

Office 2007 & 2010
The EZ-VOTE can be accessed by clicking the MERIDIA tab.

Presentats

a
- Home Insert Design Arumations Shde Show Rewview Vi c
@O JdP % o

L -

Insert Cornwert Graph Objects Tools Reports Help Base
Shide~ Shde Type - - . - . Disconnected

EZ-VOTE Pro

Figure 13 - EZ-VOTE toolbar in MS Office PowerPoint version 2007 & 2010 is under the Meridia Tab
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EZ-VOTE Toolbar Overview

Installing EZ-VOTE adds a new toolbar to PowerPoint. This is the EZ-VOTE Toolbar.

The EZ-VOTE Toolbar provides nearly all of the functionality available in EZ-VOTE. From here, you can add
special EZ-VOTE slides and objects adjust EZ-VOTE settings and use EZ-VOTE tools such as Reports.

See Chapter 3 — Adding Interactivity to PowerPoint Presentations, Chapter 6 — Configuration & Settings and
Chapter 8 — Generating Reports for full details.

All other PowerPoint toolbars and menus will function as normal. However, they can now be leveraged with EZ-
VOTE to provide a powerful interactive response tool.

Insert EZ-VOTE Slide Reports
Add a standard EZ-VOTE Slide to Objects Choose from a variety
capture audience responses. Choose from a variety of reports to further
of polling objects. — analyze the polling
Click on the drop-down menu to (Response Counter, data. - (All Data,
insert commonly used, pre-made Countdown Clock, Results by Question)
EZ-VOTE special slides. - (Y/N, T/F, Correct Answer
Likert Scale, Filter and Compare) Indicator
’ = Presentatid
— Home Insert Déhign Animatipnis Slide Show Review View Meridia
QOJAIFx T @
Lo <
Insert Convert Graph Objects Tools Reports Help Base
Slide~ Slide Typeg ~ v v v v Disconnected
EZ-VOTE Pro
\ \
Help Menu
Access EZ-VOTE Help Functions:
Graph Type
Convert Slide Use this button to Search User Guide
Changes a change the graph Check for Update
standard type for any EZ-VOTE About EZ—VOT_E _
PowerPoint slide slide. — (Horizontal, EZ-VOTE Online (link to our most up-
into an EZ-VOTE Vertical & Pie Chart) to-date EZ-VOTE webpage)
slide \ \
Teole Connection and Registration Aid

Adjust Base
Settings, Manage
Participant Lists,
Clear Response,
General Settings

Visually confirms if the base is connected to
the computer and if the software has been
properly registered.

Will turn Green when connected.
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Running your first EZ-VOTE presentation

This section illustrates how to create and run a simple EZ-VOTE presentation using a step-by-step approach.

Scenario: You are going to deliver a seminar about online fashion retailing. Although you have a standard
PowerPoint presentation prepared, you would like to include several interactive slides created using EZ-VOTE.

In this example, you are going to include three interactive questions using EZ-VOTE slides:

How do you keep up to date with current trends in fashion?
Newspaper

vV

Internet

Talking with friends

Other

Have you ever purchased goods or services using the Internet?
Yes
No

I buy clothes I like, regardless of current fashion.
Strongly Agree

Agree

Neutral

Disagree

Strongly Disagree

Capturing audience responses using EZ-VOTE is as simple as four easy steps:

Create EZ-VOTE Slides — add interactive EZ-VOTE slides to a new or existing PowerPoint presentation
Run Presentation — deliver the interactive PowerPoint presentation to an audience

Collect Responses— immediately capture votes from your audience using Meridia’'s keypads

Manage Results — save responses and analyze using custom reports
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Step 1: Create EZ-VOTE Slides

Click the New Blank Document icon to create a new presentation. Pick a slide layout, color scheme and
default design template as required.

NOTE: Depending on the chosen color scheme and template, your slides may vary from the slides illustrated here.

Add some text to the title slide, for example 'EZ-VOTE Sample Presentation’.

EZ VOTE
V1.0

Sample Presentation

Ohick to add noles

From the EZ-VOTE Toolbar menu, click Insert Slide. This adds an EZ-VOTE slide template to the presentation.
By default, a Horizontal EZ-VOTE Slide is added, but this can be changed to Vertical or Pie using the Graph Type
button. Horizontal, Vertical and Pie slides are great for multiple choice questions. Each of these slide types can
support up to 10 answer choices.

Presentatid

Home Insert Design Animations Slide Show Review View Meridia
Q0 JdPx - @
Insert Convert Graph Objects Tools Reports Help Base
Slide~ Slide Type ~ v v > “r Disconnected

EZ-VOTE Pro
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Enter question and answer data in the EZ-VOTE Question Box (‘Enter your question’) and in the EZ-VOTE
Answer Box (‘Enter your answer options’). Use Enter/Return key after each answer choice to move to the next

line.

EZ-VOTE Question Box
— Enter question text here
)i i

EZ-VOTE Answer Box
Enter answer text here

Olick to add noles
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EZ-VOTE ™ v1.0 — User Guide

After entering the new text, click outside the Question Box or Answer Region. The EZ-VOTE Slide will
automatically reformat to include the question and answers, and the chart type (horizontal bars in this example):

mreatans Ggw e Sanan soa Mela -
il e

T Cwerereded

HOW DO YOU KEEP UP TO LMFE
WITH CURRENT TREMDS 1IN FASHION 1

. Newspapers
v
. Interney

1

3

Chick to add notes I
L

The first slide has been added. Now, from the EZ-VOTE Insert Slide drop-down menu, click
Yes/No Slide:

------

1. Newspapers
N
5_Interne

~Friends |

i¥id
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Replace the default text in the ‘Do you agree’ Question Box and click outside the box to update the slide.
EZ-VOTE automatically provides the Yes / No alternatives as default answer choices.

Remember, you can change the default text for both question text and answer text.

(7

L

Hara aant Deign Arewatizra e Lhaw Taven Wew Manda L
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EZ-WOTE Pro

HAVE YOU EVER PURCHASED GOODS

OR SERVICES USING THE INTERNET?

507 1.

o

Clidk to add notes

Sgedot)  Opweer D P T T mp——— Y

Now add the final slide for this sample presentation. From the EZ-VOTE Insert Slide drop-down menu, click
Likert Scale Slide. Likert Scale slides measure the respondent’s level of agreement with a specific statement.

(™)
wd
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M ‘ True/t ahve
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-

HAVE YOU EVER PURCHASED GOODS

OR SERVICES USING THE INTERNET?
{:‘ 1 astest Responder
S — o1 NES
i - 2
Data Fimerng
ol

Replace the text in the "What is your opinion’ text box and click outside the box to update the slide. EZ-VOTE automatically provides a
standard five-point Likert answer scale.
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1. Stronglyl Agree
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5. Neutral |

- ESMIOEY) Disagree

Click to add notes I

You have now created a PowerPoint presentation including three EZ-VOTE slides that your audience will be able
to vote on using their keypads.

Although this presentation includes just three EZ-VOTE Slides, remember that there are eleven different EZ-VOTE
Slide templates to choose from.

@ Click Save to name and save your presentation just as you would for any other PowerPoint presentation.

Let's learn something new now...
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Convert a PowerPoint Slide to an EZ-VOTE slide

Now you can use a regular PowerPoint slide and quickly turn it into an interactive EZ-VOTE slide. Simply create a
new PowerPoint slide (via the Home tab) with two text boxes: one for question text and one for answer text:

Home Insert Design Animations Slide Show Review View Meridia

C‘b' F —] .

Cut M =| Layout ~ ST al — ——
=] * | d ! N SN (BN =R

= =3 Copy =z Reset -
Paste New AV ’ = = =
- J Format Painter | gjide ~ %< Delete B2 Uabe & - Aar|| Q| |EEE
Clipboard i ilides Font

Then update the text in each box to match your goals:
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o
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| FOLLOW FASHION -RELATED

NEWS ON TWITTER AND FACEBOOK

= All day long

= About half of my day

« When | have a free minute
= Seldom

-« What's Tweetbook?
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Next click on the Convert Slide button on the EZ-VOTE Toolbar

Home Insert Design Animations Slide Show Review View Meridia
& X '_»7?‘*
QOJdx =T @
Insert |Convert Graph Objects Tools Reports Help Base
Slide ~ | Slide Type ~ ~ > > ~  Disconnected
EZ-VOTE Pro

The result will be a new EZ-VOTE slide created under (after) the regular PowerPoint slide:
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| FOLLOW FASHION -RELATED
NEWS ON TWITTER AND FACEBOOK
1. All day lbng
About half of my day
. When | have a free minute

3
- Seldom )
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Clid to add notes

Sgedot?  Opueer D P T e p————

In about five minutes, you've successfully created a set of four interactive slides, which allow you to collect votes
from your audience. Let's learn how to control the presentation in Slide Show Mode...
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AUDIENCE RESPONSE

Step 2: Run Presentation

To run the presentation, from PowerPoint’s Slide Show menu, click View Show.
Alternatively, press F5. If you want to start the Slide Show from any specific slide,
press Shift + F5.

After the usual title slide, using the standard navigation, move forward to the first ARS (EZ-VOTE) question/slide.

The presentation runs just like a regular PowerPoint presentation, except when you reach an EZ-VOTE slide.
Please see Chapter 5 — Running Presentations for more details.

EZ VOTE
V1.0

Sample Presentation
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Step 3: Collect Responses

Once a EZ-VOTE Slide is presented to the audience, the Polling Indicator displayed on the
EZ-VOTE Control Bar changes to ‘Polling Open'.

NOTE: Control Bar does not appear on EVERY slide by default, but you can adjust this using
the Settings menu. See Chapter 6 — Configuration & Settings for details.

EZ-VOTE is now ready to capture audience responses.

. - s = . 2 03 Responses 0 PollingOpen

T Fesponses @ Poieg Open

AUDIENCE RESPONSE

Instruct the audience to vote using the alphanumeric keys on their keypads. Please see Chapter 5 — Running
Presentations for more details about capturing audience responses.

Once all responses have been captured, mouse-click again or press the SPACEBAR key to close polling.

The Polling Indicator changes to ‘Polling Closed’ and the screen updates (figure 15) to reflect the votes cast:

2 % U > (¥ < 5 T Responses 5 [N

Figure 15 - Menu bar/Polling Indicator
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Y e 3 0 om T Respones o I

AUDIENCE RESPONSE

Figure 16 - Results showing Percentages & Bar graphs

Click again to continue to the next slide. Repeat the process for all EZ-VOTE Slides until the end of the
presentation.

32/132



AUDIENCE !{ SPONS EZ-VOTE ™ v1.0 — User Guide
AUDIENCE RESPONSE
p ot "\\

Step 4: Manage Results

Once the presentation has finished and audience responses have been captured, you can

save all response data for further analysis. y

Response data is stored within the PowerPoint .PPTX file itself. Saving the presentation will therefore save the
EZ-VOTE results data as well.

Always remember the golden rule: “Save Early. Save Often.”
El To save the presentation along with the results, click Save.

To save the results in a new file, from the File menu click Save As. From the Save As dialog box, specify the
filename and folder location, then click Save.

You can review the captured audience response data by viewing the slides in PowerPoint’s preview pane.

You can also run Reports to analyze your captured response data. See Chapter 8 — Generating Reports for more
details.

Chapter 3 — Adding Interactivity to PowerPoint Presentations explains how to insert all the different types of
EZ-VOTE Slides, along with special EZ-VOTE Objects (e.g. countdown clocks, response counters, and correct

answer indicators).

Chapter 4 — Managing Participants explains how to establish rosters of participants, and how to assign
participants to teams for competitions and analysis using demographics and other attributes to filter the results.

Chapter 5 — Running Presentations explains how to add slides ‘'on-the-fly' at during your presentation, and how
to pause and restart polling.

Chapter 8 — Generating Reports explains how EZ-VOTE can compile and help analyze your audience response
data through a portfolio of powerful report templates.

33/132



MER'DIA EZ-VOTE ™ v1.0 — User Guide

Chapter 3

Adding Interactivity to
PowerPoint Presentations

This chapter describes how to add interactive EZ-VOTE Slides to a presentation, along with special objects such
as images and countdown timers.
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Inserting EZ-VOTE Slides

Enhance traditional PowerPoint presentations by adding interactive EZ-VOTE Slides, fitting seamlessly within the
presentation flow.

These slides can be inserted when you are preparing your presentations (design time) or even during Slide Show
mode itself.

When presented to an audience to vote, these slides provide thought-provoking and interactive questions,
collect and display answers, and provide the ability to perform immediate advanced data analysis.

EZ-VOTE slides fall into two main categories:

EZ VOTE Question Slide Templates (Yes/No, True/False, Likert Scale) ask questions and collect audience
responses.

EZ-VOTE Information Slide Templates (Data Filtering, Comparing Reponses, Fastest Responder, Team Score,
Leading Participants) present additional information based on collected audience responses.

Slide Type Description

O Insert Slide Multiple choice question with answers displayed horizontally, vertically or as a 3D pie chart
Yes/No . . - ' i i
O Choice of two alternative answers — ‘Yes' and ‘No
True/False . . ' ' ' '
g Choice of two alternative answers — ‘True’ and ‘False
Likert Scale

Record opinion-based responses on a scale (e.g. strongly agree - strongly disagree)

.‘J Data Filtering Filter responses to EZ-VOTE Slide based either on the answer to another question, or according to
o ol membership of a Participant List Group.

2 Compare Responses . . .. . . .
r Compare polling results for functionally similar questions asked at two different points

L Fastest R d
J\J FERRAEIRE Displays the Keypad ID of the fastest responder to the previous EZ-VOTE Slide
T 5 . .
& — Display the current Team Scores (based on an average of team member’s points totals)
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Standard EZ-VOTE Question Slides are inserted simply by clicking the Insert Slide Button from the EZ-VOTE
Toolbar.

Presentatiq

Home Insert Design Animations Slide Show Review View Meridia
QOQJdIP - T O
Insert Convert Graph Objects Tools Reports Help Base
Slide~ Slide Type ~ - - ~  Disconnected
EZ-VOTE Pro

Other slide types can be selected from the Insert Slide drop-down menu.
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I e~ Shde Type - Ducormected

i e
o=

EVER PURCHASED GOODS
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‘l’ Compare Responses 1 0€ IR~ SPUIE 1LI5PT ¢ >
UlNG e INTERNE U §
= Fantest Responder
Jd
o~
- Indsrsdusl Scorey
o
‘ Team Scores
Data Fimening
il

Remember, EZ-VOTE Slides perform just like any other PowerPoint slide, except they also include advanced
audience response functionality. That means you can add watermarks and additional images, include transitions
and special effects, and edit color schemes, just as you would for any other presentation.

Which city in the Americas has the e :
y : Seville is in which country?
largest population?
= - 1. France P
1. New. York = ‘ o B
2 sa . 2. Germany ¢
3. Buenos A 3. Spain -
4. Mexico CRu 4. Poland
A A AV 4
< J” L)
1 2 3. 4
Figure 7 — EZ-VOTE Question Slide including images Figure 8 — EZ-VOTE Question Slide including background
images, slide background and images associated with
answers
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Standard EZ-VOTE Slide Templates

The most common type of EZ-VOTE slide, presenting a question with up to 10 possible answer choices from
which the audience will select using their Keypads. Results can be displayed using a horizontal bar chart (system
default), vertical bar chart, or pie chart.

How do you keep up to date T
with current trends in fashion? .:::
1.Newspapers B | "
2TV

3.Internet

4 Friends

" How do you keep up to date
with current trends in fashion?
ox 1 Newspapers
swx 2 Ty mE—
% 3.Internet

w% 4. Friends

ox  SOthemy

5.0ther

Horizontal EZ-VOTE Question Slide Vertical EZ-VOTE Question Slide

How do you keep up to date :
with current trends in fashion? .:::
1.Newspapers -

2TV

3.Internet

4 Friends

5.0ther

Pie EZ-VOTE Question Slide
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Q Standard EZ-VOTE Question Slide Templates are added with a single click of the Insert Slide
button.

Insert
Slide ~ Other EZ-VOTE Question Slide Templates are selected from the Insert Slide drop-down menu.

From the EZ-VOTE Toolbar, click Insert Slide.

Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially, the
presentation will insert whatever slide template is specified in the Computer Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical). Please see Chapter 6 — Configuration & Settings for further details.

Enter question and answer data in the EZ-VOTE Question Box (‘Enter your question...") and the EZ-VOTE
Answer Region (‘Enter your answer options..."). After entering the new text, click outside the Question Box or
Answer Region. The EZ-VOTE Slide automatically reformats to include the question and answers, properly
aligned along with chosen chart type (e.g. horizontal bars).
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Yes/No Slide

Presents a question to the audience with two possible answer choices — ‘Yes’ and ‘No'.
Results can be displayed using a horizontal bar chart, vertical bar chart, or pie chart.

Remember that all slides can be edited, so if you wanted to add a third answer choice (e.g. ‘Maybe’) all you
would have to do is type that choice in the EZ-VOTE Answer Region when editing your slide presentation.
EZ-VOTE will automatically add a third bar to the chart to reflect three possible answer choices now available.

Have you ever purchased goods
~or services using the internet?

% 1 Yes
20 2N

Figure 17 - Yes/No Slide (horizontal)

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu, click Yes/No Slide.

Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially, the
presentation will insert whatever slide template is specified in Personal Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical). Please see Chapter 6 — Configuration & Settings for further details.

Enter question data in the EZ-VOTE Question Box (‘Do you agree?’). You can also edit the text in the EZ-VOTE
Answer Region if you want to change the default answer options ('Yes' and ‘No’).

After entering the new text, click outside the Question Box. The EZ-VOTE Slide automatically reformats to include
the question and answers, properly aligned along with chosen chart type (e.g. horizontal bars).
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True/False Slide

Presents a question with two possible answers — ‘True’ and ‘False’.
Results can be displayed using a horizontal bar chart, vertical bar chart, or pie chart.

liter of water has a mass of
»st exactly one kilogram.

Ll

True/False Slide (vertical)

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu, click True/False Slide.
Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially,
the presentation will insert whatever slide template is specified in Personal Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical).

Please see Chapter 6 — Configuration & Settings for further details.

Enter question data in the EZ-VOTE Question Box ('Is the statement?’). You can also edit the text in the
EZ-VOTE Answer Region if you want to change the default answer options (‘True’ and ‘False’).

After entering the new text, click outside the Question Box. The EZ-VOTE Slide automatically reformats to
include the question and answers, properly aligned along with chosen chart type (e.g. horizontal bars).
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Likert (5 Scale) Slide

Likert Scale slides measure a respondent’s level of agreement with a specific statement. A statement is
presented along with five possible answer choices — ‘Strongly Agree’, ‘Agree’, ‘Neutral’, ‘Disagree’, ‘Strongly
Disagree’. Results can be displayed using a horizontal bar chart, vertical bar chart, or pie chart.

Likert Scale slides are perfect for gauging opinions.

Wﬂms | like, regardless
of current fashion.

2% 1 Strongly Agree
o 2 Agree
% 3 NS

sox 4.Disagree

%= 9.Strongly Disagree

Figure 14 - Likert Slide (horizontal)

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu that appears, click Likert.
Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially,
the presentation will insert whatever slide template is specified in Personal Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical).

Please see Chapter 6 — Configuration & Settings for further details.

Enter question data in the EZ-VOTE Question Box (‘What is your option?’). You can also edit the text in the
EZ-VOTE Answer Region if you want to change the default answer options.

After entering the new text, click outside the Question Box. The EZ-VOTE Slide automatically reformats to include
the question and answers, properly aligned along with chosen chart type (e.g. horizontal bars).
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Data Filtering Slide

The results displayed on Standard EZ-VOTE Slides show you how the entire audience responded.

In contrast, Data Filtering Slides allow you to see how a specific subset of the audience responded. For example,
your audience may consist of people from various parts of an organization and you would like to see how each
department responded to a given question. Or you may want to know how people that responded a certain way
to an earlier question, have responded to the most recent question.

Data Filtering slides allow you to define the subset of audience members in which you are interested and which
question’s responses you want to filter by that subset of the audience.

In this way, you are able to drill down further into the responses of two independent questions in order to derive
truly useful marketing (or other) information.

From the EZ-VOTE Toolbar, click Insert Slide.

From the dropdown menu that appears, click Data Filtering Slide.

The Data Filtering Slide dialog box appears. Select the option by which the data should be filtered — 'EZ-VOTE
‘Questions and Answers’ or ‘Close Ended Descriptor'.
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Data Filtering Scenario 1: 'EZ-VOTE Questions and Answers'

%6 Data Filtering Slide [Z]

Please select the following option on which data should be filtered:

® EZ-VOTE Questions And Answers

O Close Ended Descriptor

Filter this question

is.l buy clothes | like, regardless of curent | Select the question to filter from the Filter this question list.

By this question
| 3What gender are you? = Select the question to filter by from the By this question list.

By this answer
2 Female v

Select the answer to filter by from the By this answer list.

Click OK. The Data Filtering Slide is added. The results will
be presented in Vertical format.

When the presentation runs, the audience will vote on the EZ-VOTE Question Slides. The captured audience
response data is analyzed to build the Data Filtering Slide.

Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially, the
presentation will insert whatever slide template is specified in Personal Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical).

Please see Chapter 6 — Configuration & Settings for further details.

Of the participants, 60% are male, 40% are female.

clothes | like, regardless 60% of all the participants are neutral
about the statement. 40% disagree.

5 Strongly Dis

Cclothes | like, regardless

5.Strongly Disagree

This Data Filtering slide shows that of the
Female participants, 50% are neutral pp—— ; i

about the statement and 50% disagree.
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Data Filtering Scenario 2- ‘Close Ended Descriptor’

In Scenario 1, the responses from two unique slides were filtered in order to derive the information data needed.

But could this data be derived if the specific gender question wasn't asked of the audience? The answer is yes,
as long as the required demographic data has been established (and associated to) the individuals in your
Participant List answering questions during your EZ-VOTE session.

For more information about Participant Lists, see Chapter 4 - Managing Participants.

Remember that any close-ended descriptive data you associate with a voting participant (e.g. gender, age,
profession, keypad number) can be used in a Data Filtering slide.

6 Data Filtering Slide @

Please select the following option on which data should be filtered:
(® EZ-VOTE Questions And Answers

O Close Ended Descriptor

Filter this question i . i i A
Select the question to filter from the Filter this question

6. buy clothes | like, regardless of current | v

list.
By this question Select the Close Ended Descriptor to filter by from the
3What gender are you? v By this Close Ended Descriptor list.
By this answer Select the Close Ended Descriptor value to filter by from
2 Female v the By this Close Ended Descriptor Value list.
Click OK. The Data Filtering Slide is added. The results

will be presented in Vertical format.

As previously mentioned, the EZ-VOTE presentation must include a Participant List where participants have a
Close Ended Descriptor assigned. In this example, the Close Ended Descriptor is ‘Gender’, with the possible
values ‘Male’ and ‘Female’. When the presentation runs, the audience will vote on the EZ-VOTE Question Slides.
The captured audience response data is analyzed to build the Data Filtering Slide.

Depending on the Chart Type specified under Settings, a Horizontal, Vertical or Pie slide appears. Initially, the
presentation will insert whatever slide template is specified in Personal Default Settings (e.g. Horizontal).
However, you can adjust the Presentation Level or Slide Level Settings to insert a different slide type (e.g.
Vertical).

Please see Chapter 6 — Configuration & Settings for further details.

44/132



o

y clothes | like, regardless

of current fashion.
¥ 1. Strongly Agree
60% of all the participants are neutral

about the statement. 40% disagree.

-~
-~
-
el
~

5 Strongly Disagree

This Data Filtering slide shows that of the
Female participants (determined via the 5.Strongly Disagree
Close Ended Descriptor value ‘Female’ in
the Participant List), 50% are neutral

about the statement and 50% disagree.

Data fikeres on-f emae .

Please see Chapter 4 — Managing Participants for more information about Participant Lists and Close Ended
Descriptors.

45/132



o

Comparing Responses Slide

This type of slide compares responses for two questions. Typical usage might include gauging the audience'’s
understanding of a topic at two different points in the presentation, or asking an opinion-based question at the
start of the presentation, then asking again at the end to see if attitudes have changed.

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu that appears, click Comparing
Responses Slide. The Comparing Responses Slide dialog box appears. Select the two questions to be
compared using the dropdown lists.

6 Comparing Responses Slide @

Select the first question to compare

6.1 buy clothes | like, regardiess of cun v

Select the second question to compare with first

10.1 buy clothes | like, regardless of cu v

i OK [ cancel |

Comparing Responses Slide dialog box

Click OK. The Comparing Responses Slide is added. The results will be presented in Horizontal Bar format.
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When the presentation runs, the audience will vote on the EZ-VOTE Question Slides. The captured audience
response data is analyzed to build the Comparing Responses Slide.

Since the responses of any question slide can be compared to the responses of any other, the results may not
necessarily be meaningful. For example, comparing the results from ‘What is your favorite color?’ to ‘True or
False: Dolphins are mammals’ will produce meaningless results.

It is best to compare two similar slides, either using the same question and answer text for both slides or
featuring only minor changes. For example, ‘How do you feel about XYZ?" and ‘How do you feel about XYZ now?’

Regardless of the content of the questions, the Question and Answer text shown on the Comparing Responses
Slide is taken from the second slide.

The bar chart shows the results from the first slide on top, with the results from the second slide below.

 interested in online

ashion retailing. £33
1.Strongly Agree The first time the question is asked, 60% of participants
are neutral, 20% disagree and 20% strongly disagree.

5.8Wongly Disagree

: ion retailing. - The second time the question is asked, 40%
;- Strongly Agree of participants agree, 40% are neutral and

S 20% disagree.
NEET

4 Disagree
5.Strongly Disagree

ai interested in online
- fashion retailing.

Il : 1. Strongly Agree
2“

3. Neutral

The Comparing Responses slide illustrates
how opinions have changed during the 4 Disagree
course of the presentation. —se.
5. Strongly Disagree
The Question and Answer text is taken
from the second slide.

The bar chart shows the results from the
first slide on top (green in this example)
with the results from the second slide
below (yellow here).
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Fastest Responder Slide

This type of slide displays the name and Keypad ID of the fastest participant to respond to the previous EZ-VOTE
Slide. If that slide had ‘Correct’ and ‘Incorrect’ answers defined, only participants who answered correctly are
considered.

For the participant’'s name to be displayed, the presentation must have a Participant List associated with it. See
Chapter 4 — Managing Participants for more details about creating Participant Lists. Otherwise, only the Keypad
ID is shown.

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu that appears, click Fastest Responder
Slide. A Fastest Responder slide is created. Modify the default text in the ‘Fastest Responder’ text box, if desired
(e.g. to ‘Well done!’). Click outside the text box to finish formatting the slide.

When the presentation runs, the Fastest Responder slide will record and display the name and Keypad ID of the
quickest participant to respond to the last EZ-VOTE Slide. Remember, if ‘Correct’ and ‘Incorrect’ answers were
defined for that slide, only participants who answered correctly are considered.

Keypad ID

Fastest Responder Slide
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Team Score Slide

This type of slide displays the current point scores for each Team based on all the responses collected up to the
point the slide appears. A Team's score is calculated by taking the average of all the team member’s individual
scores. See the Assigning Point Values section for more information about assigning point values to answers.

For example, if team member John has scored 500 points, James has scored 300, and Jack 100, the team's score
will be (500+300+100)/3 = 300 points.

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu that appears, click Team Score. A
Team Score slide is created. Modify the default text in the ‘Team Scores' text box, if desired (e.g. to 'Head-to-
Head’). Click outside the text box to finish formatting the slide.

Team assignments can be made in two ways (both through Settings) — either according to the result of an earlier
slide in the presentation (e.g. ‘'Select Your Team: Left Side or Right Side’) or according to a Close-Ended
Descriptor (e.g. 'Team’) specified in the Participant List.

See Chapter 6 — Configuration & Settings for more details about Team Settings.

During Slide Show mode, the audience will register their votes using their Keypads. The responses are compiled
and analyzed, and the Team Score Slide displays the team scores up to the point at which the slide is displayed.

Team Score Slide

NOTE: If a team member doesn’t respond to a question, they will be credited with zero points for that question.
Depending on the Team Scoring Type setting specified in the Settings window, the non-response will either be
reflected in the total calculation of the Team’s score (setting = "All Pads’) or not (setting = 'Voting Pads Only’).

Please see Chapter 6 — Configuration & Settings for further details.
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Leading Participants Slide

This type of slide displays the name and Keypad ID of participants with the highest number of points
accumulated up to this point in the presentation. See the Assigning Point Values section for more information
about assigning point values to answers.

For the name to be displayed, the presentation must have a Participant List associated with it. See Chapter 4 —
Managing Participants for more details about creating Participant Lists. Otherwise, only the Keypad ID and score
are shown.

From the EZ-VOTE Toolbar, click Insert Slide. From the dropdown menu that appears, click Leading
Participants Slide. A Leading Participants slide is created. Modify the default text in the ‘Leading Participants’
text box, if desired (e.g. to ‘Top of the Class!’). Click outside the text box to finish formatting the slide.

During Slide Show mode, the audience will register their votes using their Keypads. The responses are compiled
and analyzed, and the Leading Participants Slide displays the leading individuals at the point at which the slide is
displayed.

The system default is to show the top 5 participants in the Leader Board. This can be adjusted through Settings.

Please see Chapter 6 — Configuration & Settings for further details.

I Leading Participants

Keypad ID | Name
4 Jane
Jill

Jack

3

2 | James
: :

5 Julie

Leading Participants Slide

NOTE: If a participant doesn’t respond to a question, they score zero points for that question, which will be
reflected in their score.
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Setting Answers as ‘Correct’ / ‘Incorrect’

Each answer in an EZ-VOTE Question Slide can be identified as 'Correct’ or 'Incorrect’ (or ‘None"), primarily for
the purposes of scoring for Team competitions or tracking individual scores for tests, quizzes and competitions.

For example, when running a quiz, there will be correct and incorrect answers. But in a personality test, the
concepts of ‘correct’ and ‘incorrect’ would not apply.

To set answer status on an EZ-VOTE Question Slide:

From the EZ-VOTE Toolbar’'s Object menu, click Assign Correct/Points to Answers.

A6 Assign Correct/Points to Answers E]

hat is your opinion?
Stronglv Agree

Agree

Neutral

Disagree
Strongly Disagree

[J Insert Correct Answer Indicator

Setas Correct | None

Set Answer Point Value |

(-)10000 to (+)10000

Save

The Set Answers dialog box appears. Highlight the specific answer choice for which you want to set the answer

status and select your chosen status from the Set as Correct list. ‘Yes' means that the answer is correct, ‘No' that
the answer is incorrect, and ‘None' that the answer is neither. There is no restriction on the number of ‘correct’ or
‘incorrect” answers (subject to the maximum of 10 answer choices per question).

You can also select or clear the Insert Correct Answer Indicator check box.

Please see the Inserting Objects section for more information about Answer Indicators.

N6 Assign Correct/Points to Answers @

|Which city in the Americas has tt:

[Newvork ]

Sao Paulo
Buenos Aires
Mexico City

[ Insert Correct Answer Indicator

Setas Correct [ g

Set Answer Point Value :0

(10000 to (+)10000

e

In this example, the answer
‘New York’ has been marked as
incorrect, by setting the ‘Set as
Correct’ status to ‘No’.
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N8 Assign Correct/Points to Answers @
/_

|Which city in the Americas has )

'New York .
Sao Paulo Setas Correct |yes v
. :
Mexica City Set Answer Point Value |100 _

{(-)10000 to (+)10000

Insert Correct Answer Indicator

\

Insert Correct Answer Indicator

It is checked here, meaning an indicator

will appear on the slide next to the
correct answer once polling has closed.

In this example, the question is
‘When faced with a decision, |
am most likely to...’

W6 Assipn Correct/Points 1z Answers

‘Buenos Aires’ has been
marked as correct, by setting
the ‘Set as Correct’ status as
‘Yes’.

When faced with a decision, | -‘a'll"li /_

Pickichoose quickly, often on an

Analyze all options with care, so Setas Correct :None v:

Tend to become indecisive

Because this question is part of
a personality quiz, there are no
‘Correct’ or ‘Incorrect’ answers.
Therefore the ‘Set as Correct’
status has been set to ‘None’.

Set Answer Point Value |
(-)10000 to (+)10000

Insert Correct Answer Indicator

Insert Correct Answer Indicator Save |
There is no ‘Correct’ answer in this case,

so the indicator has been turned off.

Click Save to finish setting the answer status and return to the slide.
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Assigning Point Values

Each answer in an EZ-VOTE Slide can be assigned an (optional) point value. For example, if you're running a quiz,
you can keep a running total of points scored to determine the leading participant(s).

Point values can be whole numbers anywhere in the range -10,000 to +10,000. This allows the assignment of
negative point values to penalize incorrect answer selections from participants. However, there is no restriction
on the assignment of point values (negative or positive) to ‘correct’, ‘incorrect’ or ‘'none’ answer types.

From the EZ-VOTE Toolbar’'s Objects menu, click Assign Correct/Points to Answers.

Home Insert Design Animations Shde Show Revie

o ol Reports Help Activation
Shide Type - . > Needed

" Countdown Clock l

& Response Counter

J Comect Answer Indicator

Aooiate Images With Arneers

GAM«:MW Points 1o Answers l

E Response Gnd

The Set Answers dialog box appears. For each answer choice for which to want to assign a point value, enter a
point value in the Set Answer Point Value field (or retain the default value of zero).

W6 Assign Correct/Points to Answers @

Which city in the Americas has ]

. - In this example, the answer
. il ‘New York' has been given an
Sao Paulo Setas Correct | N 2 Answer Point Value of -100.
Buenos Aires ; X This penalizes an incorrect
Mexico City Set Answer Point Value |-100 answer.

(10000 to (+)10000 If a participant chooses this

- - answer, 100 points will be
Insert Correct Answer Indicator deducted from their score.

Save
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N8 Assign Correct/Points to Answers @

Which city in the Americas has )

. d ‘Buenos Aires’ (the correct
New York - /_ answer) has been given an
Sao Paulo Setas Correct | ves v 1 Answer Point Value of 200.
Mexico City Set Answer Point Value |200 _ If a participant chooses this

(310000 to (+)10000 answer, 200 _points will be
7 added to their score.
Insert Correct Answer Indicator

In this example, the question is
‘When faced with a decision, |

W6 Assign Correct/Puints to Ansvikall Tt ey B2

. This question is part of a
When faced with a decision, | an /_ personality quiz, so there are
. no ‘correct’ or ‘incorrect’
Pickichoose quickly, often on an : : answers.
Analyze all options with care, so Setas Comect | None v _
Tend to become indecisive : i However, different Answer
Set Answer Point Value Point Values can still be
; g assigned for different
(-)10000 to (+)10000 ansSwers.

Insert Correct Answer Indicator

- Save
Insert Correct Answer Indicator

There is no ‘Correct’ answer in this case,
so the indicator has been turned off.

Click Save to finish assigning Answer Point Values and return to the slide.
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Inserting Objects

With EZ-VOTE you can add unique audience response objects to your EZ-VOTE Slides. These objects will enhance
the core polling activities your audience will experience during your interactive presentation.

Several special objects can be added to EZ-VOTE Slides. These objects can add an extra level of interactivity to
your presentation.

Object Type Description

“™  Countdown Clock
\: 3 Onscreen clock showing amount of time remaining for responses to be collected
Response Counter
Displays running and final totals of responses received
j Correct Answer Indicator Visual indicator identifying the designated correct answer(s), displayed after polling has
closed

Associate Images With Answers o ] ]
Associate images to answer choices for audience members to vote

A

J Correct Answer/Assign Points to Answers ] ) ]
Assign Answer Point Values to answer choices and set Correct/Incorrect answers

%- — Answer Now Indicator
- | = |

Graphic prompting the audience to ‘Answer Now'

r——— Response Grid L . .
Grid displaying Keypad IDs of the responses as they are received

All objects are accessible from the EZ-VOTE Toolbar's Objects menu.

Op) 9= 0
0J4@ ) T @
-&:..;.-.-....-.,-m .
W I PPPRY— Enter your question.....

ST 1 _S

Asaner how noe st

—_—
e Lmgorme Gno

Each EZ-VOTE Object's appearance, effects and performance can be customized by clicking the TOOLS icon to
access the setting menu.

See Chapter 6 — Configuration & Settings for more details about the specific settings for each object type.
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Countdown Clock

When running an EZ-VOTE presentation, it is often necessary to limit the amount of time for your audience to
register their responses to an EZ-VOTE Question Slide.

This time limit can be enforced using a Countdown Clock on the slide, which visibly counts down the seconds
remaining before polling closes. No votes will register after polling has closed, but audience members are able to
change their votes while the countdown clock is active. The last vote selected before polling closes will be ‘final’
and included in the response totals.

From the Insert Object menu, click CountDown Clock. The Countdown Clock is added to the slide. Like any other
PowerPoint object, the Countdown Clock can be easily moved and resized.

How do you keep up to date
with current affairs in fashion?

1.Newspapers 20% 20% 20% 20% 20%
|

2TV |
3.Internet |
4 Friends

5.0ther

Countdown Clock
This is the ‘Circle with hour hand’ style.
‘Thermometer’ and ‘Box’ styles are also available.

EZ-VOTE Question Slide including Countdown Clock

During Slide Show mode, when the EZ-VOTE Slide featuring a Countdown Clock is active, mouse click or press
SPACEBAR to start the countdown. When the counter reaches zero, polling is closed. You can also close polling
early by a second mouse click or pressing the SPACEBAR or RIGHT ARROW key.

Countdown Clock settings (e.g. style, sound effects, duration) can be adjusted by clicking the TOOLS icon to
access the setting menu.

See Chapter 6 — Configuration & Settings for more details.
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Response Counter

When running an EZ-VOTE presentation, it is possible to include Response Counters on EZ-VOTE Question Slides
to show the cumulative number of responses received.

From the Object menu, click Response Counter. The Response Counter is added to the slide. Like any other
PowerPoint object, it can be easily moved and resized.

How do you keep up to date
with current affairs in fashion?

1.Newspapers 20% 20% 20% 20% 20%
2TV

3.Internet

4 Friends

5.0ther

Response Counter

Depending on the settings, the indicator can either
show the number of responses received so far, or the
number received out of a total.

EZ-VOTE Question Slide including Response Counter

During the presentation, when you reach an EZ-VOTE Slide featuring a Response Counter, the number
increments as responses are received from the audience members voting with their Keypads.

Response Counter settings (e.g. style) can be adjusted by clicking the TOOLS icon to access the settings menu.

See Chapter 6 — Configuration & Settings for more details.
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Answer Now Indicator

An ‘Answer Now Indicator’ can be added to an EZ-VOTE Question Slides to prompt the audience to start polling
responses.

From the Object menu, click Answer Now Indicator. The Answer Now Indicator is added to the slide. Like any
other PowerPoint object, it can be easily moved and resized. The text can also be edited by clicking and typing
directly on the object itself.

How do you keep up to date
with current affairs in fashion?

1.Newspapers 20% 20% 20% 20% 20%
2. TV

3.Internet s
4 Friends

:

5.0ther

Answer Now Indicator

The indicator remains on
the slide as long as polling
is open. Once polling has
closed, it disappears.

EZ-VOTE Question Slide including Answer Now Indicator

During Slide Show mode, the Answer Now Indicator will appear when polling is open, and will disappear when
polling is closed.

Answer Now Indicator settings (e.g. style, text) can be adjusted by clicking the TOOLS icon to access the settings
menu.

See Chapter 6 — Configuration & Settings for more details.
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Response Grid

When running an EZ-VOTE presentation, it is possible to include a Response Grid on EZ-VOTE Question Slides to
show the Keypad IDs (or other designated attributes and identifiers) of the participants who have voted during

polling.

As votes are registered, individual cells within the Response Grid change colors (or fill style) and indicate the
designated participant attributes (e.g. Keypad number, First Name). A maximum of 3 characters is displayed in
each grid cell.

NOTE: to display any attributes other than the Keypad ID, the presentation must include a Participant List. See
Chapter 4 — Managing Participants for more information about creating and using Participant Lists.

This feature provides visual confirmation that an audience member’s individual vote was collected. In addition,
the activity in the Response Grid can be monitored by the presenter as a way to determine if specific participants

are reluctant or late in voting.

From the Insert Object menu, click Response Grid. The Response Grid is added to the slide.

One liter of water has a mass of
almost exactly one kilogram.

8% 1. True
sy 2False™

Response Grid
By default, the Grid has one box for each Participant on
the Participant List, up to a maximum of 40 boxes.

In this example, there are 20 boxes on the Grid, since
the Participant List has 20 members.

EZ-VOTE Question Slide including Response Grid

During Slide Show mode, when you reach a EZ-VOTE Slide featuring a Response Grid, the Grid updates to display
the specified description text for Participants as they respond.

Response Grid settings (e.g. color, fill style) can be adjusted by clicking the TOOLS icon to access the setting
menu.

See Chapter 6 — Configuration & Settings for more details.
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Correct Answer Indicator

If you have an EZ-VOTE Slide where one or more answers has been marked ‘Correct’, a Correct Answer Indicator
can be added to the slide, revealing the correct answer(s) to the audience once polling has closed.

The Correct Answer Indicator can be applied to specific answer choices from the Set Answer dialog box — see
the Setting Answers as ‘Correct’ / 'Incorrect’ section for details.

Alternatively, the Indicator can be added from the Insert Object menu:

From the Insert Object menu, click Correct Answer Indicator. An Indicator will be added for each answer marked
as 'Correct’.

1. New York 1. New York

2. Sao Paulo 2. Sao Paulo
+3. Buenos Aires 3. Buenos Aires

4. Mexico City 4. Mexico City

During the presentation, the Indicator will appear on the EZ-VOTE Slide once polling has closed.

The style of the Correct Answer Indicator (e.g. checkmark, arrow) can be customized by clicking the TOOLS
icon to access the setting menu.

See Chapter 6 — Configuration & Settings for more details.
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Associate Images with Answers

Once an EZ-VOTE Question Slide has been created, images may be associated with any answer choice. Images
can be set to display during polling, after polling (when polling results are displayed), or in both instances (the
system default setting).

NOTE: images are not included in EZ-VOTE Reports (including ‘Question List’ reports), although the underlying
answer text will be compiled and reported as normal.

From the Insert Object menu, click Associate Images with Answers. The Associate Images to Answers dialog box
appears.

E;" Associate Images to Answers 1‘
Answer 1 Anzwer 2 Answer 3 Answer 4 Answer 5 Answer
-
Click Browse to locate an
image to be associated
with the answer.
[France [Geimany [5pain [Peland |
Bmwsel Delete l Brows.el Delete | Bmwsel Delete I Browse Delete | Browsel Delete [
Answer B Answer 7 Answer 8 Answer 9 Answer 10
I I I I
Elrawsel Delete I Brnwsal Delete | Erﬂwsgl Delete I Bmwsel Delete | Elruwsel Delete I
Update I Cancel I

Associate Images to Answers dialog box

For each Answer that you want to associate an image with, click Browse and locate the image file. Supported
image formats are .jpg, .jpeg, .omp, .wmf and .png format. It is not necessary to associate an image with every
answer choice.

Image Previews

Images have been associated
with each answer and are
previewed here.

bw-ul Lemte I :r.-m-] mel t!u-\'ul Lebern | braaas e E -..| [T I
- -t Arvwes 10 —— | Answer Choices
The answer choices entered on
the Question Slide are
displayed here
[ | [ |
sl o | sl el i sl vl mmlimml | [ Update
/ Click to update the Slide to
include the Associated Images.
] l Loaliel l 9

Associate Images to Answers dialog box (with images associated)

61/132




MERIDIA

Click Update. The EZ-VOTE Slide is updated to include and display all the associated images. The images will be
placed together on the Slide, with the last inserted picture on top.

Click on each image in turn and reposition / resize it as required. Once you have placed all the images, the
EZ-VOTE Slide is ready.

Which is the Spanish flag?

235

1. France
2. Germany
3. Spain
4. Poland

& & -+ :b
& f“ o s

~ q

| L JomfS=

EZ-VOTE Question Slide with images associated

Depending on the display options specified in the Settings window, the images and answer text can be
displayed at different times and in different configurations during the Slide Show.
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OPTION A: Displays answer text and images at polling time.

This approach shows any images associated with answer choices on a EZ-VOTE Question Slide while polling is
open.

To set this option, use Settings to specify ‘Show Images During Polling’ and ‘Show Answers During Polling” as

1

'Yes'.
See Chapter 6 — Configuration & Settings for more details about applying slide-level settings.

Images As Answers !

Show Images During Polling Yes
Show Images \With Responses  Yes
Show Answers During Polling  Yes

Show Answers \With Responses Yes

This option works well when teamed with a Correct Answer Indicator. See the Setting Answers as ‘Correct’ /
‘Incorrect’ section for details.

Seville is in which country?
s o & The EZ-VOTE Slide at editing time. An image has
1. France - -
been associated with the correct answer, and a
2. Germany Correct Answer Indicator added.
¥3. Spain
4, Poland
\4- ‘-./‘ o .-.‘;
LA b See et st e
'. . - [r— Seville is in which country?
— 1 France
= I 2. Germany
e . ¥3. Spain
2
Seville is in which country” 4. Poland
1. France
2. Germany I .
3. Spain : - e
+ poan 1Ll
= L
1 2 i 4
. I - T The EZ-VOTE Slide at runtime, with polling
| — - closed. The image is now displayed along with

the answer text (and results chart).

The EZ-VOTE Slide at runtime, with polling
open. The answer text and the images are
displayed.
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OPTION B: Displays answer text at polling time. Displays image(s) after polling has closed.

This approach can be used to display a pictorial representation of the correct answer once polling has closed.

To set this option, use Settings to specify ‘Show Images During Polling” as ‘No'.

See Chapter 6 — Configuration & Settings for more details about applying slide-level settings.

Images As Answers

Show Images During Polling

Show Images With Responses  Yes
Show Answers During Polling  Yes
Show Answers With Responses Yes

This option works well when teamed with a Correct Answer Indicator. See the Setting Answers as ‘Correct’ /

‘Incorrect’ section for details.

Seville is in which country?

=N

1. France
2. Germany
¥3. Spain
4, Poland

- ~ i
a £ i 4

The EZ-VOTE Slide at editing time. An image
has been associated with the correct answer,
and a Correct Answer Indicator added.

Seville is in which country?

1. France
2. Germany
3. Spain
4. Poland

The EZ-VOTE Slide at runtime, with polling
open. The answer text is displayed, but the
image is not.

64/132

Seville is in which country?

1. France
2. Germany
¥3. Spain
4. Poland

3

the answer text (and results chart).

The EZ-VOTE Slide at runtime, with polling
closed. The image is now displayed along with
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OPTION C: Display answer text after polling has closed. Display images at polling time.

This approach can be used to set a question where the answers are initially represented by images. The answer
text will only appear after polling has closed.

To set this option, use Settings to specify ‘Show Answers During Polling’ as ‘No'.

See Chapter 6 — Configuration & Settings for more details about applying slide-level settings.

Images As Answers

Show Images During Polling Yes
Show Images With Responses  Yes

Show Answers During Polling

Show Answers With Responses Yes

Which is the Spanish flag?

1. France
2. Germany
¥3. Spain
4. Poland

4

¥
> ; e
™

The EZ-VOTE Slide at editing time. Images have
been associated with each answer, and a Correct
Answer Indicator added.

Which is the Spanish flag?

s WN =

4

' - —

The EZ-VOTE Slide at runtime, with polling
open. The images are displayed, but the
answer text is not.
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Which is the Spanish flag?

1. France

2. Germany
¥3. Spain

4. Poland

&

4

o
- - —
B e

with the images (and results chart).

The EZ-VOTE Slide at runtime, with polling
closed. The answer text is now displayed along
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Chapter 4

Managing Participants

This chapter explains how to set up and maintain Participant Lists, which can be used to track and analyze the
individual responses of your audience members to EZ-VOTE Question Slides.
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When audience members vote during an EZ-VOTE presentation, EZ VOTE captures their responses. These
responses can be associated with individual audience members (and their Keypads) using Participant Lists.

A Participant List may contain an unlimited series of attributes to define a voting participant. Keypad Serial
Numbers, First Names, Last Names, Education Levels, Job Classifications and Gender are all examples of
attributes that can be tracked and reported on both during the presentation (e.g. through EZ-VOTE Objects
and EZ-VOTE Information Slides) and after the presentation (e.g. through EZ-VOTE Reports).

Participant List descriptors also provide the basis to allocate individual's to Teams for EZ-VOTE competitions and
games.

Participant Lists can contain any number of Descriptors, which fall into two types:

Close-ended The possible attributes or values for such a descriptor are limited to a finite user-defined list. For
example, a descriptor named ‘Gender’ might contain only the attributes ‘Male’ and ‘Female’.

Open-ended The descriptor attributes are not limited to a pre-determined list. For example, a ‘'Home Town’
descriptor could contain any city name as a possible attribute. Similarly, the ‘First Name' and ‘Last Name' fields
are also Open-ended Descriptors, provided by default.

For example, you might create a Close-ended Descriptor called ‘Team’, with the possible attributes ‘Red’, ‘Blue’
and ‘Green'. When building your Participant List, each Participant would be assigned to a particular team.

Later, when analyzing captured audience responses, you can present the results according to each Team and its
members.

Participant List data is stored within the PowerPoint .PPT file itself. Saving the presentation will also save the
Participant List data.

NOTE: A presentation can have only one Participant List associated with it. To run the same presentation for
multiple audiences, save multiple copies of the presentation and create (or import) a unique Participant List for
each one.

To Manage Participant Lists, from EZ-VOTE Toolbar’s Tools menu, click Manage Participant List.

e Insert Desgn Armations Shde Show Heview Ve rMernides

@ O P % @
Inser 1 Conver 1 Graph Objects Toolh Reports Help Base
Sha Stide Type ected
- Bate Setlings

Skdcs Outhne

| LT L —— & o, Scttings

ot — 23

[ -

e

g ] Clear Hesponses

B — -4

Retrund Chart

i .. Paste Tpeciat :
T — - = Click to adc

——L N Manasge Participant |ist

—

The Manage Participant Wizard Home Screen appears.
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Js MainMenu | [=/NewList | %, View Perticents | [=|Rename List | 5 Delete List | [ Export List | (- Import List

Gt L Yes [uet Fgwar ek S Sow  Ende e Adige 0P
JFHAR JAPR ARAY 2-C- B2 S8 1%
~a olb.l[n.@'. Aa i A,
remrt Get Peschack Tde = Jreert Ctpet = Cnar besporess  Tock = Setwrge  Dase Setrge
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Paymber of Pardopati

Participant List Details
Name, Description and
Number of Participants

< o akdrown 2

m=w .
oo (] apsrpm- \ N OOU A WA prs-A-===aa]
T rls Wt ngheh L) ux

Manage Participant Wizard - Home Screen

If a Participant List has already been created for the current presentation, then the specific Participant List details
(list name, description, number of participants) are displayed and all Participant List Menu options are active.

If no list is currently associated with the presentation, then the only active Menu options are New List and
Import List.

“+ Main Menu ‘ New List ‘ Ay, View Participants | [=IRename List | |5y Delete List 4| Export List | & Import List

You can return to the Home Screen of the Wizard at any point by clicking Main Menu on the Participant List
Menu.
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Creating a New Participant List

NewLIst‘

From the Participant List Menu, click New List. The New List Information screen is displayed.

B monooc Porticmant Lt x
L M Menw
E Participant List - New List Information
DateCreated 17122007
List Name *  [Focus Group Beta
Descrption IPaﬂu.c ant List for e 21 Decembaer session
Back| o bion|

Manage Participant List - New List Information screen

Enter the List Name (mandatory) and Description (optional). Click Next. The Add Participant screen is displayed.

oMaEnMenu S5 ASd Outon Desorptr | [= Renaee Custon Descrigior [ Delete Cusion Detcripicr

- Participant List . Add Panticipant

* Keve :1-:-\;”[

First Name I

astName [

Participant List Name: Focus Oroup Beta
Number of Participants Created: 0 S Pam-aaml Baik

x|

| piniahbist]

Manage Participant List — Add Participant Screen
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At this point you are ready to populate the Participant List with descriptors and attributes that will provide a trail
to the votes cast by your audience members. Enter the Keypad Serial # (mandatory) along with the Participant’s
First Name and Last Name (optional). These fields are always provided by EZ-VOTE when building a Participant
List.

To add a Custom Descriptor (optional), click Add Custom Descriptor. Please see Working with Descriptors for

details. Otherwise, click Save Participant. Repeat the steps until all Participants have been added, then click
Finish List. The Participant List is added to the presentation, and the Wizard returns to the Home Screen.

Working with Descriptors [ Add Custom Descriptor

When adding Participants to a Participant List, you can create one or more Custom Descriptors. These
Descriptors allow you to further define the measurable characteristics and qualities of the Participants. In
addition, you can use these Descriptors as the basis of placing Participants into groups or Teams in EZ-VOTE

Remember, Participant Lists can contain two types of Descriptors.

Close-ended The possible attributes or values for such a descriptor are limited to a finite user-defined list. For
example, a descriptor called ‘Gender’ might contain only the attributes ‘Male’ and ‘Female’.

Open-ended The descriptor attributes are not limited to a pre-determined list. For example, a ‘'Home Town’
descriptor could contain any city name as a possible attribute. Similarly, the ‘First Name' and ‘Last Name' fields
are also Open-ended Descriptors, provided by default.

For example, you might create a Close-ended Descriptor called ‘Team’, with the possible values ‘Red’, ‘Blue’ and

‘Green'. When building your Participant List, each Participant can be assigned to a particular team. Later, when
analyzing captured audience responses, you can present the results according to each Team and its members.

Close-Ended Descriptors

During the Add Participant step, click Add Custom Descriptor. The Add Custom Descriptor dialog box is
displayed.

6 Add Custom Descriptor @

Descriptor Name: (Gender

Descriptor Type: |Close Ended v

[ Add 1§ [ cancel |

Add Custom Descriptor dialog box (Close Ended selected)
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Enter the Descriptor Name (e.g. ‘Gender’) and select ‘Close Ended’ from the Descriptor Type list. Click OK.

W6 Add Descriptor @

Enter Descriptor Attribute
Male

Female

| Delete

[ ok ][ cancel |

Add Descriptor dialog box

Add the Descriptor data (i.e. the possible values) one entry at a time by typing in the Enter Descriptor Attribute
field and clicking Add. For example, ‘Male’ and ‘Female’. When all entries have been added, click OK, then OK

again.

W6 Manage Participant List @
i MainMenu (5L Add Custom Descriptor = Rename Custom Descriptor  [5¢ Delete Custom Descriptor

L=;g|. Participant List - Add Participant

* Keypad Serial # |002fi4
First Name ‘Jand
LastName |

Gender |Female v

Descriptor

The Descriptor has been
added to the Participant List
fields. Because it is a Close-
Ended Descriptor, the
possible values are selected
from a drop-down list.

Participant List Name: Top Managers

Number of Participants Created: 0 (.Save Participant | ( Back J [ Finishlist ]

Manage Participant List — Add Participant screen (Close Ended Descriptor added)

The Descriptor is added to the list of fields on the Add Participant step. Because it's a Close-Ended Descriptor,
the possible attributes are now selectable from a drop-down list of values.
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Open-Ended Descriptors

During the Add Participant step, click Add Custom Descriptor. The Add Custom Descriptor dialog box is
displayed.

8 Add Custom Descriptor @

Descriptor Name: |Home Town|

Descriptor Type: | Open Ended v

[ add ] - Cancel |

Add Custom Descriptor dialog box (Open Ended selected)

Enter the Descriptor Name (e.g. 'Home Town’) and select ‘Open Ended’ from the Descriptor Type drop-down
list. Click Add.

NG Manage Participant List @
‘i MainMenu (S Add Custom Descriptor  [=|Rename Custom Descriptor (3 Delete Custom Descriptor

|:—4 Participant List - Add Participant

* Keypad Serial # |002ff4

FirstName |Jane
Last Name

Gender | Female v

ot T Chicagn \
Descriptor

The Descriptor has been
added to the Participant List
fields. Because it is an Open-
Ended Descriptor, values are
entered as free text.

Participant List Name: Top Managers
Number of Participants Created: 0 | Save Participant] | Back ] [ Finishlist.]

Manage Participant List — Add Participant screen (Open Ended Descriptor added)

The Descriptor is added to the list of fields shown during the Add Participant step. Because it's an Open-Ended
Descriptor, when you enter the attribute values they will be entered as free text (i.e. not limited to a list).

NOTE: Open-Ended Descriptors (and their related attributes) cannot be used as the basis for forming Teams,

since there is no limit to the number of possible attributes for an Open-Ended Descriptor. EZ-VOTE limits the
number of Teams to 10.
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Renaming Descriptors

It may be necessary to rename Descriptors — perhaps due to a misspelling or a change in terminology.

From the toolbar on the Add Participant step, click Rename Custom Descriptor. The Rename Custom Descriptor
dialog box appears.

6 Rename Custom Descriptor @

Descriptor Name: _ Home Town

Descriptor Name
/— Select the Descriptor to be renamed

using the drop-down list.

\ Descriptor Name

Enter the new name in the text field.

/

Descriptor Name: 'Home City

ﬁ Rename j| Cancel

Rename Custom Descriptor dialog box

Select the Descriptor to be renamed from the drop-down list, and enter the new name in the Descriptor Name
text field. Click Rename to rename the descriptor, or Cancel to return without making any changes.

Although the descriptor name has changed, any previously entered attributes associated with it remain the same.
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Deleting Descriptors

From the toolbar on the Add Participant step, click Delete Custom Descriptor. The Delete Custom Descriptor
dialog box appears.

W6 Delete Custom Descriptor @

Descriptor Name
/— Select the Descriptor to be deleted

using the drop-down list.

Descriptor Name: | Home City /

[ Delete | [ cCancel |

Delete Custom Descriptor dialog box

Select the Descriptor to be deleted using the drop-down list. Click Delete to delete the descriptor (you will be
asked to confirm), or click Cancel to return without making any changes.

NOTE: If you delete a Descriptor, then all the associated attribute values will also be deleted. This will also have
the effect of deleting Teams or Group assignments that were formed using the Descriptor attributes.
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Replacing Descriptor Attributes

Once a Participant List has been created, it is possible to replace the attribute values for user-defined Close-
Ended Descriptors, for example due to a misspelling or a change in terminology.

From the Participant List Menu, click View Participants. The Participant List screen is 7, View Participants

displayed. Click Replace Descriptor Values. The Replace Descriptor Values dialog box is
displayed.

6 Replace Descriptor Values @

Custom Descriptor Name: | Team v

Descriptor Value: |Blue Team v.

New Descriptor Value: |Green Team

h’ Replace §| Cancel |

Replace Descriptor Values dialog box

From the Custom Descriptor Name list, select the Custom Descriptor for the attribute that is to be replaced.
From the Descriptor Value list, select the attribute to be replaced. Enter the new value in the New Descriptor
Value field. Click Replace to confirm the change, or Cancel to return without making changes.

75/132



MERIDIA

Modifying Descriptors

Once a Participant List has been created, it is possible to modify all Descriptors to change the type (e.g. to
change from Close Ended to Open Ended).

From the Participant List Menu, click View Participants. The Participant List screen is 7, View Participants
displayed. Click Modify Descriptor. The Modify Descriptor dialog box is displayed.

N6 Modify Descriptor @

Custom Descriptor Name: | Team v '

Modify Descriptor type to: | Open Ended b

[ Modity ] [ Close

Modify Descriptor dialog box

From the Custom Descriptor Name drop-down list, select the Custom Descriptor to be modified.

To change an Open-Ended Descriptor to Close-Ended, select the new type from the Modify Descriptor Type To
list and click Modify. You will be prompted to add Descriptor Attribute Values. All currently assigned values are
added to the list by default (up to a maximum of 10). Click OK when you have finished making changes.
Remember, EZ-VOTE supports a maximum of 10 Attribute Values for each Close Ended Descriptor.

To modify the values for a Close-Ended Descriptor, click Modify. You will then be prompted to Add / Delete
Descriptor Data. Click OK when you have finished making changes.

To change the Descriptor Type from Close-Ended to Open-Ended, select the new type from the Modify

Descriptor Type To list. Click Modify. You will be prompted to confirm. Click Yes to apply the changes or No
to cancel.
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Viewing and Editing Participant Lists , View Participants |

From the first page of the Manage Participant List Wizard, click View Participants. The Participant List is
displayed.

Sort Participants using fields selected from this drop-down
list. All fields and Custom Descriptors (if any) are listed.

W6 Manage Participant List

‘s MainMenu % Add Participant %" Egf Participant  |°g{ Delete Participant {55 Replace Descriptor Values [T Modify Descriptor

\ﬂ Participant List
KeyppadSeralNumber v
= * Keypad Serial #
002114
First Name
LastName |
Gender
Team |

Participant List Name: Top Managers

Total Participants: 1

Manage Participant List Wizard - Participant List screen (view)

By default, the Participants are sorted according to their Keypad Serial Number. The sort can be changed by
selecting a field (e.g. ‘First Name") from the drop-down list of Descriptors.

Adding Participants

From the toolbar, click Add Participant. The Add Participant screen is displayed. The process for adding a
Participant to an existing list is identical to adding a Participant to a new list. See the Creating a New Participant

List section for full details on how to add participants.
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Editing Participants

Select a Participant from the Participant List. From the toolbar, click Edit Participant. The Descriptor fields are
enabled for editing.

N6 Manage Participant List

m Participant List

* Keypad Serial # | AL

FirstName |Pam

LastName |Looker

Participant List Name: Focus Group Beta
Total Participants: 2 [ Save Parlicipant] [ Cancel ]

Manage Participant List Wizard - Participant List screen (edit)

Make the required changes, and click Save Participant to update, or Cancel to return without saving.

Deleting Participants

Select a Participant from the Participant List. From the toolbar, click Delete Participant. A confirmation dialog
box is displayed. Click Yes to delete the Participant or No to return without making changes.
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Renaming Participant Lists [=|Rename List |

From the toolbar, click Rename List. Enter the New List Name and Description (optional) and click OK.

Deleting Participant Lists 3¢ Delete List

From the toolbar, click Delete List. A dialog box appears asking for confirmation. Click Yes to delete or No to
return without deleting.

Exporting Participant Lists "4 Export List

A presentation’s associated Participant List can be exported to a .CSV (Comma Separate Value) format file. This
file can then be imported into other EZ-VOTE presentations, or used for any other purpose you have. This
approach is useful for sharing a specific Participant List (e.g. via email) without having to share the associated
PowerPoint presentation file.

From the toolbar, click Export List. The Save As dialog box appears. Enter the file name and location for the .CSV
list file and click Save. You can email the list as an attachment.
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Importing Participant Lists "% Import List |

A Participant List can be added to a presentation either by adding it manually (see Creating a New Participant
List) or by importing it from either another EZ-VOTE presentation or a .CSV file.

From the toolbar, click Import List. If your presentation already has a Participant List, you will be asked to

confirm whether to overwrite the existing list. Click Yes to overwrite or No to cancel the Import operation.

& Manage Participant List @

“ Main Menu

C* Participant List - Select a Source

Select a source for importing participant details

® Import from an Existing EZ-VOTE Presentation
O Import fram a C8V (Comma Separated Value) File

(Backe] [l

Manage Participant List Wizard — Select a Source screen

The Select a Source screen is displayed. Select an Import option — Import from existing EZ-VOTE presentation’ or
‘Import from a CSV (comma separated value) file'. Click Next to proceed.
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OPTION A: Import from existing EZ-VOTE presentation

This approach imports a Participant List from an existing EZ-VOTE presentation into the current presentation.

From the prompt, click Browse to locate the PowerPoint file that contains the list to be imported. The Open
dialog box appears. Locate the file and click Open.

¥ Manage Participant List

Select a source for importing participant details
CADocuments and Settings\eridia TechnicianiDeskopiPresentation2 pptx _

[ Back ][ MNet |

Manage Participant List Wizard - locate PPT source file for import

Click Next. The presentation is read and the Participant List is displayed.
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Bz Meridia AddIn 2.0 X|

“: Main Menu |

=
Eﬂ Participant List - View Participants

Select Paricipants to be imported.
| KeppadSeralNumber | FirstName | Last Name

Blue Team
v | 002 James Red Team
v |003 Jill Blue Team
v | 004 Jane Red Team
v | 005 Julie Blue Team

Participant List Name: List 1
Description: woBacke] woFinisho]

Manage Participant List Wizard - select Participants to be imported

Use the checkboxes to select the Participants to be imported (by default, all are checked). Click Finish to import
the Participant List.
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OPTION B: Import from a CSV (Comma Separated Value) file

This approach reads a CSV file (e.g. one created during the Exporting Participant Lists process) and creates a new
Participant List using the data.

From the prompt, click Browse to locate the .CSV file that contains the list to be imported. The Open dialog box
appears. Locate the file and click Open.
& Manage Participant List @

Participant List - Select a CSV file

Select a file for importing participant details

CADocurmnents and Settings\AdministratonFocus Group Eleta.csvl

[Backe) [oiext)

Manage Participant List Wizard - select CSV file for import

Click Next. The CSV file is read and the Descriptors Mapping screen is displayed.
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5 Manage Participants List B x|

ﬁ Participant List - Decriptors Mapping

¥ First row contains descriptors

Descriptor 1 Descriptor 2 Descriptor 3 | Descriptor 4 | Descriptor 5 | Descriptor 6
i v | First Name ;I Last Name :” Team j Gender j Home Town j\
001 Jack Green Team | Male Chicago ‘
.002 James f..Fled Team I Male -New York City
003 Jill | Green Team |Female Seattle
004 Jane | Red Team |Female Chicago
005 Julie | Green Team | Female San Francisco

Back.| et |

Manage Participant List Wizard — Descriptors Mapping

If importing a CSV file that was previously exported from EZ-VOTE (and if you just want to accept that list as is’)
simply click Next to proceed to the Step 4.

If importing a CSV file from another source, you may need to map the fields to the Descriptors using the drop-
down lists. The process varies depending on whether the first row of the CSV file contains descriptors for each

column.
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CSV Import Scenario 1: CSV file includes descriptors in the first row

If the first row of the CSV file includes descriptors for each column, ensure the First row contains descriptors
checkbox is selected (the default setting).

A [ B | ¢ ] D
1 |KeypadSerialNumber First Name Last Name Place
2 |0001DE Jack Smith Chicago
3 |00216C Jill Jackson  lllinois
4 |002B08 Jamie Brown San Francisco
5 |002B14 Luiz Roberts MNew York
6 (002B31 Sam Green London
7 |003FE5 Sandeep Kale Tampa Bay
8 |0040A7 Nigel D'Costa  Cleveland
9 |0040BE Michael Allen MNashville
10 |003FAF Rani Lewis Seattle

Extract from the CSV File (including descriptors in the first row), displayed in MS Excel

!E Manage Participants List il

Participant List - Decriptors Mapping

First row contains descriptors
/ If the first row of your CSV file contains
¥ First row contains descriptors descriptors for each column (as in this
example), select this checkbox.

Descriptor 1 | Descriptor 2 | Descriptor 3 | Descriptor 4

Keypad Serial # u First Name LI Last Name ﬂ‘!.PIace j* You can accept the CSV file’s Descriptor
0001DE Jack Saﬁh\thicago \ names ‘as is’, or change them manually.

00216C Jil Jackson | TPmie—__
002808 Jamie Brown San Francisco ¥
| Descriptor Dropdown

002814 Luiz Robeits | New York

002831 Sam Graen p— Leave_ this sele_ctlon alone to accept the
1 Descriptor ‘as is’.

D03FES Sandeep Kale Tampa Bay

004047 Nigel D'Costa _Cleveland Select ‘Custom Descriptor’ to enter a

0040BE Michael Allen Nashville Descriptor name manually.

OO3FAF Rani Lewis Seattle

Select ‘<lgnore>’ to disregard this
column when importing the Participant
List.

Batk | Ned |

Participant List - Descriptors Mapping screen (checkbox selected)

To accept the list ‘as is’, simply click Next to proceed to the Step 4.

To change the Descriptor for a specific column, select the drop-down at the top of that column, and click
Custom Descriptor.
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Place 7 ”

Keypad Serial #
First Name

Last Name
Place

<lanore>

The Custom Descriptor Name dialog box appears. Enter the new name of the Custom Descriptor in the text box
and click OK.

B3 Custom Descriptor Name x|

Name of the Custom Descriptor:  Hometown

OK I

Custom Descriptor Name dialog box

The first row of the Participant List updates to show the new Custom Descriptor name. Repeat for each column

as required, or select <Ignore> from the drop-down list to disregard a particular column when importing the
Participant List. Click Next to proceed to Step 4.

86/132



o

CSV Import Scenario 2: CSV file does not contain descriptors in the first row

If the first row of the CSV file does not include descriptors for each column, ensure the First row contains
descriptors checkbox is cleared.

A | B | c | D
000D1DE  Jack Smith Chicago
00216C  Jill Jackson llinois
002B08  Jamie Brown San Francisco
002B14  Luiz Roberts  Mew York

002B31  Sam Green Landan
003FES Sandeep Kale Tampa Bay
0040A7  Nigel D'Costa  Cleveland
0040BE  Michael  Allen Nashville
003FAF  Rani Lewis Seattle
Extract from the CSV File (not including descriptors in the first row), displayed in MS Excel

O~ =W —

!; Manage Participants List B x|

2 Main Menu |

| Participant List - Decriptors Mapping

First row contains descriptors
/ If the first row of your CSV file does not
I First row contains descriptors contain descriptors for each column (as
in this example), clear this checkbox.

Descriptor 1 Descriptor 2 | Descriptor 3 | Descriptor 4
zl <lonore> 7| clgnore> 7| <lgnore> =] You will have to add the Descriptors

0001DE Jack Y Chicago manually.

oo216C Jil Jackson agis

002B0B Jamie Brown San Francia

00ze14 Luiz Roberts New York

002831 Sam Green London Descriptor Dropdown

003FE5 Sandeep Kale Tampa Bay Select. ‘Custom Descriptor’ to enter a

- Descriptor name manually.

004047 Nigel D'Costa Cleveland

00408E Michael Allen Nashville Select ‘<lgnore>’ to disregard this

003FAF Rani Lewis Seattle column when importing the Participant
List.
e |

Participant List - Descriptors Mapping screen (checkbox selected)

The first column automatically maps to ‘Keypad Serial #'. The other columns are mapped to ‘<Ignore>".
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To add a Descriptor for a specific column, select the drop-down at the top of that column, and click Custom
Descriptor.

[<Ignme> E”

The Custom Descriptor Name dialog box appears. Enter the name of the Custom Descriptor in the text box and
click OK.

!f{,‘ Custom Descriptor Name X|

MName of the Custom Descriptor: ~ First Name

OK I

Custom Descriptor Name dialog box

The first row of the Participant List updates to show the new Custom Descriptor name. Repeat for each column
as required, or select <Ignore> from the drop-down list to disregard a particular column when importing the
Participant List. Click Next to proceed to Step 4.

E.} Manage Participants List il ﬂ

E:Z‘J Participant List - Decriptors Mapping

™ First row contains descriptors

Descriptor 1 | Descriptor 2 | Descriptor 3 | Descriptor 4 |
Keypad Serial # LI <lgnore> ﬂ <lgnore> ﬂ;
0001DE Jack Smith Chicago |
00216C Jill Jackson lllinois
002808 Jamie Brown San Francisco |
002814 Luiz Roberts NewYak |
002831 Sam Green London ‘
DO3FES Sandeep Kale Tampa Bay
004087 . Nigel D'Costa Cleveland
0040BE Michael Allen - Nashwille
D03FAF Rani Lewis Seattle

Back.| e |

Manage Participant List - Descriptors Mapping screen (checkbox cleared)
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Use the checkboxes to select the Participants to be imported (by default, all are checked). Click Finish to import
the Participant List.

B Manage Participants List x|

,,é Participant List - View Participants

Select Participants to be impored.

| Keypad Senal # | First Name Last Name Team | Gender Home Town
v § 001 Jack Green Team | Male Chicago
v | 002 James Red Team |Male New York City
[v 003 Jill Green Team | Female Seattle
v | 004 Jane Red Team |Female Chicago
v | 005 Julie Green Team | Female San Francisco

pack .| ...Finish.|

Manage Participant List Wizard - select Participants to be imported
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Chapter 5

Running Presentations

This chapter describes how to run EZ-VOTE presentations, how to use the Keypads to capture audience
responses, and how to add extra EZ-VOTE Slides even while the presentation is in progress.
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Using the EZ-VOTE Control Bar

To run the presentation, from the Slide Show menu, click View Show. Alternatively, press F5.

As usual, the title slide appears. However, depending on the options specified in Settings, the £EZ-VOTE Control
Bar is also displayed. The EZ-VOTE Control Bar can be displayed for all slides, no slides, or only slides that include
EZ-VOTE Objects.

See Chapter 6 — Configuration & Settings for more information.

The EZ-VOTE Control Bar allows you control various aspects of your EZ-VOTE Presentation during Slide Show
mode.

Using the EZ-VOTE Control Bar, you can add additional EZ-VOTE Question Slides (e.g. Likert, Yes/No) during
slideshow mode, along with EZ-VOTE Information Slides (e.g. Data Filtering, Compare Responses, Team Scores).
The EZ-VOTE Control Bar also indicates the number of audience responses received on the current slide and the
current polling status.

% - Wi » [ ¢«» & 5 Responses 0

Get Feedback™ from
PowerPoint®

Example Presentation

Figure 53 - Title slide of new presentation, with EZ-VOTE Control Bar displayed
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Proceed through the presentation as usual (e.g. through mouse clicks, remote-clicks or pressing the SPACEBAR
or RIGHT ARROW key on the keyboard).

Depending on the options specified in Settings, the EZ-VOTE Control Bar can be displayed for all slides, no
slides, or only slides that include EZ-VOTE Objects.

See Chapter 6 — Configuration & Settings for more information.

Even if the EZ-VOTE Control Bar is not displayed, hotkey functions will still be available (see below). Pressing F2
will display the EZ-VOTE Control Bar.

Resume Current Polling

Percent / Count Toggle

Insert Quick Slide

Expand Control Bar

Response Counter

94_“ o il ' - —
Y9 2 llh ' ¥ ¢& 43 03 Responses 5
bata Filtering Slide \ Team Score Slide Polling Indicator
Toggle Control Bar Leading Participant Slide
Function Description Hotkey

E‘f}&' Toggle Control Bar On/Off Show or Hide the Control Bar during the presentation F2

@,5 Percent/Count Toggle Display results as a percentage of votes cast, or as absolute numbers F3

Lu] Data Filtering Slide Insert a Data Filtering Slide F4

np Resume Current Polling Re-open polling on the current slide F5

@v Insert Quick Slide Insert a Quick Slide (Yes/No, True/False, Likert or Custom) F6

U Expand Control Bar Toggle contracting and expanding the Control Bar F7

-‘;H Leading Participant Slide Insert a Leading Participant Slide F8

E Team Score Slide Insert a Team Score Slide F9
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When the presentation begins, the Control Bar has all options available except the Percent/Count Toggle and
Resume Current Polling functions, which would logically not apply to a regular PowerPoint slide. The Polling
Indicator is grayed out to show that the current slide is not an EZ-VOTE Question Slide.

25 - s » ¥ «» & 5 Responses 0 [PHIAGICIEEE
Once an EZ-VOTE Question Slide is reached, all Control Bar options are made unavailable. The Polling Indicator
changes to ‘Polling Open’. Audience members can now vote using their Keypads (or other data input source
including keyboard entry and simulated responses).

Mouse-click, remote-click, or press the SPACEBAR to close polling.
w ¥ "5 Responses 0 Polling Open

NOTE: If the slide includes a Countdown Clock object, mouse-click, remote-click, or press the SPACEBAR or
RIGHT ARROW key to start the countdown. Polling will close automatically once the countdown reaches zero.

Once polling has closed, the Polling Indicator changes to ‘Polling Closed'.

If the Show Results setting is ‘Yes' (the system default), the slide will update to reflect the results of the voting.
If the Show Results setting is ‘Delay’, the slide will update to reflect the results of the voting after an additional
mouse-click or press of the SPACEBAR or RIGHT ARROW key. If the Show Results setting is ‘No’, the results will
not be displayed.

For more information about the Show Results setting, see Chapter 6 — Configuration & Settings.

2% % U w 0¥ «» S T Responses 5 |EIEEEE
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Nl ey 0w T e 5

How do you keep up to date

with current affairs in fashion?
20% 1.Newspapers

60% 2 Y
% 3.Internet
20% 4.Friends

o 9.0ther

Polling Closed, results displayed

During the presentation, the Toggle Control Bar button can be used to show or hide the EZ-VOTE
Control Bar.

Similarly, the Expand Control Bar button contracts or expands the Control Bar. L

25 % i » ™ & % I5 Responses 5 |NNEEEE |:> 25 ¢ Responses 5 |ElIEISIEEN

Control Bar (Expanded) Control Bar (Contracted)

The Percent/Count Toggle button switches between displaying polling results as percentages or as %,
absolute numbers of votes cast.

For information about the other buttons, see the Adding EZ-VOTE Slides at runtime section.
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AUDIENCE RESPONSE

Capturing Reponses Using the Keypads

Whenever polling is open (the EZ-VOTE Control Bar displays ‘Polling Open’), EZ-VOTE is ready to accept
audience responses from Meridia's Responder™ keypads.

Static Address Label

Keypads will be indnadually
numbered when purchased from
Mendia

This label shows the factory preset
Base ID and Keypad 1D - in this
example, the Base 10 i5°9 and the

Keypad ID i3

These settings can be overridden

manually.
1A - 10J are the voting buttons.
Participants press the key that
corresponds with the answer text
on the Get Feedback Slide.

Recess for Custom Labels

Meridia can provide customized labels
featuring your logo or brand image.
Please contact your Meridia Sales

Representative for more information. Pressing ID flashes the Base ID and

Keypad ID on the LED display

The Keypad includes 13 buttons: the alphanumeric buttons 1A-10J and the special keys *, ID and CLR.
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To register a response to an EZ-VOTE Question Slide, an audience member simply presses the alphanumeric key
that corresponds with their chosen answer shown on the EZ-VOTE Question Slide. For example, to choose option
‘4" as their answer, they would press the 4D button on the Keypad. The LED Display briefly flashes the number of
the key pressed to indicate to the voter that their selection has been registered.

Polling open _
= VOTES POLLS =
)| RECENVED |=)| close |
SoVOTE RESULTS

DISPLAYED

As long as polling remains open, a participant can change their response by voting again. The last entered
answer before polling closes is accepted as the ‘final’ answer for the EZ-VOTE Question Slide.

If the audience member selects an invalid option (e.g. a number that is outside the range of corresponding
answer options) then that number will remain on the LED for several seconds to show that the selection has not

been registered. The audience member can vote again to register a valid response.

For EZ-VOTE Question Slides that have point values defined, invalid responses and non-responses will give the
participant a score of zero points for that slide.
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Adding EZ-VOTE Slides at runtime

One advanced feature of EZ-VOTE is the ability to insert additional EZ-VOTE Slides into the presentation even as
the presentation is being delivered in Slide Show mode. These can either be EZ-VOTE Question slides (e.g.
Horizontal, Vertical, Pie, True/False, Likert), or EZ-VOTE Information Slides (e.g. Data Filtering, Team Scores).

NOTE: Inserted slides will automatically follow the format settings (e.g. objects, colors, list styles) specified under
Presentation Level Settings in the Settings window.

See Chapter 6 — Configuration & Settings for more information about applying Settings.

EZ-VOTE Slides can be added using buttons on the EZ-VOTE Control Bar.

235 Wi » @ «» % 755 Responses 0 PHAGICIEEED

Function Description
uu] Data Filtering Slide Insert a Data Filtering Slide
@ Insert Quick Slide Insert a Quick Slide (Yes/No, True/False, Likert or Custom)
-‘;H Leading Participant Slide Insert a Leading Participant Slide
E Team Scoring Slide Insert a Team Scoring Slide
Data Filtering Slide Ua

Please see the Data Filtering Slide section in Chapter 3 — Adding Interactivity to PowerPoint Presentations for
instructions about adding Data Filtering Slides.

When adding a Data Filtering Slide during Slide Show mode there is one change to the process. For Step 1,

instead of clicking Insert Slide from the EZ-VOTE Toolbar, in Slide Show mode click the Data Filtering Slide icon
from the EZ-VOTE Control Bar. All other instructions apply as normal.
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Insert Quick Slide

The Insert Quick Slide menu can be used to add extra EZ-VOTE Question Slides during Slide Show mode.

For example, you may have got some interesting feedback from the audience during your presentation, and now
you want to ask one or more additional questions.

NOTE: EZ-VOTE Question Slides inserted during Slide Show mode are also included in EZ-VOTE Reports. See
Chapter 8 — Generating Reports for more information about creating and viewing EZ-VOTE Reports.

25 % llh »|¥|¢» & 5 Responses 0
Y. Yes-No
& True-False
1) Likert
"4 Custom(F6) F6

The Yes-No, True-False and Likert slides work exactly as if they were added during the original presentation
design.

See the Inserting EZ-VOTE Slides section of Chapter 3 — Adding Interactivity to PowerPoint Presentations for
details.

Clicking Custom opens the Custom Slide dialog box. Enter the question and answer options in the text boxes.

B3 Custom Slide

j X

Enter the question

|Albany is the capital of which US state?

Enter the answer options

New Hampshire
Texas

Indiana

MNew York

North Carolina

Insert I Cancel

Custom Slide dialog box

Click Insert to add the custom slide, or Cancel to return to the presentation without making any changes.
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~ Albany is the capital of which
US state?

1.New Hampshire
2.Texas

3.Indiana
4 New York

5.North Carolina

Inserted Custom Slide, ‘Polling Open’

The custom slide is displayed immediately, and the Polling Indicator changes to ‘Polling Open’. Mouse-click or
press the SPACEBAR key to close polling.

If the Show Results setting is ‘Yes' (the system default), the slide will update to reflect the results of the voting.
If the Show Results setting is ‘Delay’, the slide will update to reflect the results of the voting after an additional
mouse-click or press of the SPACEBAR or RIGHT ARROW key. If the Show Results setting is ‘No’, the results will
not be displayed.

For more information about the Show Results setting, see Chapter 6 — Configuration & Settings.

e o el
Albany is the capital of which
US state?

% 1 New Hampshire
o 2 Texas

=% 3 INGENE

% 4 New York

w%  5NOfRCarolina

Inserted Custom Slide, ‘Polling Open’
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Leading Participant Slide L

Please see the Leading Participants Slide section in Chapter 3 — Adding Interactivity to PowerPoint Presentations
for instructions about adding Leading Participant Slides.

When adding a Leading Participant Slide during Slide Show mode there is one change to the process. For Step 1,
instead of clicking Insert Slide from the EZ-VOTE Toolbar, in Slide Show mode click the Leading Participant
Slide icon from the EZ-VOTE Control Bar. All other instructions apply as normal.

03

3

Team Score Slide

Please see the Team Score Slide section in Chapter 3 — Adding Interactivity to PowerPoint Presentations for
instructions about adding Team Score Slides.

When adding a Team Score Slide during Slide Show mode there is one change to the process. For Step 1, instead

of clicking Insert Slide from the EZ-VOTE Toolbar, in Slide Show mode click the Team Score Slide icon from the
EZ-VOTE Control Bar. All other instructions apply as normal.
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Chapter 6

Configuration & Settings

This chapter explains how to view and update EZ-VOTE settings. Settings can be applied to all new presentations,
just the current presentation, or even a single slide.
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Overview

EZ-VOTE is designed to leverage the regular functions and features of Microsoft PowerPoint. As such, learning to
use EZ-VOTE is intended to be simple and intuitive.

When adding EZ-VOTE Slides to a PowerPoint presentation, many of PowerPoint's existing settings are applied.
For example, fonts, styles and backgrounds for EZ-VOTE Slides will default to the regular PowerPoint settings
already applied to your presentation.

Although you can modify EZ-VOTE settings to alter the look and behavior of your EZ-VOTE Slides, there is no
obligation to do so. System defaults ensure that your presentation can function effectively even if you leave the
settings alone.

The core audience response functions of EZ-VOTE are explained in Chapters 3, 4 and 5. By adding and managing
these audience response functions via the EZ-VOTE Toolbar and the EZ-VOTE Control Bar, you and your
audience members can experience the benefits of interactive meetings, workshops and classes.

EZ-VOTE supports settings (for EZ-VOTE Slides only) at three different levels, allowing you to specify settings for
all audience response presentations, just the current audience response presentation, or even a single EZ-VOTE
Slide.

Computer Default Settings

These settings are applied to all new EZ-VOTE presentations. There is no need to alter these if EZ-VOTE's pre-
installed default settings and configurations meet your requirements. The values are initially read from the
system default settings, but can be changed and updated as required. Changes to these settings will be applied
to any new EZ-VOTE presentations that you create. Any currently open EZ-VOTE presentations are unaffected.

Presentation Level Settings

The settings apply to all existing slides in the current EZ-VOTE presentation; unless override settings are later
applied at Slide Level (see below). All new Slides added to the presentation will also inherit these settings. The
values are initially taken from the Computer Default settings, but can be changed and updated as required.

Slide Level Settings

These settings affect only the currently selected slide, overriding the Computer Default and Presentation Level

settings. The values are initially read from the Presentation Level settings, but can be changed and updated as

required. For example, if an inserted object such as a Countdown Clock is included on every EZ-VOTE Question
Slide in a presentation, you can change the object’s background color for just one slide by making changes to

that slide’s Slide Level settings.
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System
Defaults

Computer
Defaults

'

These settings apply to
all new presentations.

Initially the settings are
read from the System
Defaults, but these can
be changed (and saved).

o

Presentation
Level

These settings apply to all
new and existing slides in
the current presentation,

unless further settings are

later applied at Slide Level.

Initially the settings are
read from the Personal
Defaults but these can be
changed (and saved).

Slide
Level

B
L

I

These settings apply only
to the currently selected
slide.

Initially the settings are
read from the
Presentation Level
settings but these can be
changed (and saved).

To view and edit Computer Default, Presentation level and Slide level Settings, from the EZ-VOTE Toolbar's Tools

menu, click Settings.

Home Injert

Design Ansmations Slhde Show

QOJ#& o

Insert Conwert Graph Objects Tools Reports Help Baze

Shide ~ Shae Type ~

| ' Base Settings
iy e

c. Chear Responses
-

Disconnected

» Rebuild Chart

Manage Participant List

CLICK

h_\\_:_.‘ |

«» Click to adc
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By clicking on Settings a dialog box will appear containing three tabs. The Presentation Level button will be
selected by default. To access Computer Default and Slide Level settings simply mouse click on the desired
setting level.

W8 Computer Default Settings

EED

I Presentation Level I[ Slide Level ]

Answer Now A  Chart #A  Response Grid R
Style Explosion Chant Colors Use PowerPoint.. Main Color
Test Answer Now Chart Label Colors ¢ i Altemative Main Color =
Auto Insert No Show Result As Percentage Fill Style Answered
Decimal Places 0 Opacity 100%
Answer Choices 8& Sedis Labels Full Text Correct Color
Bullet Fomat Alpha Chart Model 20 Incormect Color i
Conest PeadMakie 100 Chart Type Haorizantal Text Style Keypad #
Incorrect Point Value 0 Sta e Na
Other Settings
Response Counter A
Leader Board ! ]
Correct Answer Indicator ~ Checkmark
Lo i Style Oval
#of Taltu:lpants # of Simulated Votes 50 Display Value 3 of Votes Received
# of Teams Show Results es Auta Inset No
Insert Object Using Color  Blue
Countdown Clock & Input Source Response Devices Team Settings ol

Countdown Seconds 10 Show Control Bar Slides with Get F .

Scoring Decimal Places 1

Countdown Sound TicToc.wav .

) Scoring Type Voling pads only
Countdown Style Box Images As Answers & Color User Defined
Autodnsent No Show Images During Polling Yes Assign By None

: . Show Images With Responses  Yes
Automatic Save & Export Settings & Showw Ariswess Duiing Poling Yes

Export Path (Empty) Show Answers With Responses  Yes
Export Type None
I Save l [ Restore l

To change settings (Presentation Level, Slide Level, or Computer Default) Mouse click on the individual setting
you wish to change. When you hover over a setting a “Tool Tip” will appear detailing the function of that
particular setting.

EBX

8 Presentation Level Settings

[ PresentationLevel | Siide Level | Computer Defauls
Answer Now A  Chart #  Response Grid A/
Style Explosion Chart Colors Use PowerPoint... Main Color
Text Answer Now Chart Label Colors ] Altemative Main Color ]
Auto Insert No Show Result As Percentage Fill Style Answered
Decimal Places 0 Opacity 100%
Answer Choices ! w.Asis Labels
Specifies the chart type that will be inserted when question slide is inserted. ]
Bullet Format Alpha Chart Model
ConectPontValue 100 Chatt Type Hanizontal Teistie Keypad #
Incorect PointValue 0 ke s bo
Other Settings 8 oy .
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Once a setting has been changed, click on the Save button to activate the new setting.

6 Presentation Level Settings @@@

| Presentation Level |[ Slide Level J
Answer Now #  Chart A  Response Grid a
Style Explosion Chart Colors Use PowerPoint.. Main Color
Text Answer Now Chart Label Colots . Altemative Main Color [ ]
Auto Insert No Show Result As Percentage Fill Style Answered
Decimal Places 0 Specty 100%
Answer Choices ! Asis Labels Full Text Correct Color
Bullet Format .Alpha v Chart Model 2 Incorrect Colos ==
Correct Point Value Numeric Chart Type Horizontal Text Sthe Keypad #
Inconect Point Value .-I = Ao Insert No
Leadier Boaad A Other Settng: . 8 Response Counter R
Comrect Answer Indicator  Checkmark Style Oval
oL om0l 7 # of Smolsled i ole 2 Display Value # of Votes Received
# of Teams 5 Show Results Yes At i
Insert Object Using Color ~ Blue
Countdown Clock 8 Input Source Simulated Data Team Settings A
Countdown Seconds 10 Show Control Bar Slides with EZV .. Scoring Decimal Places 1
Countdown Sound TicToc. wav S oG Tye Vialing pads ol
Countdown Style Box Images As Answers el Color User Defined
AutoInsert No Show Images Duting Polling Yes Nssign By Nons
Show Images With Responses  Yes Team Using (Empty)
Show Answers During Polling Yes
Show Answers 'With Responses  Yes Team Names 8 &
Team 01 [Empty]
Team 02 [Empty] v
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Individual Settings

Answer Now

Auto-Insert

Style

Text

Answer Choices

Bullet Format
Correct Point Value

Incorrect Point Value

Leader Board

# of Participants

# of Teams

Countdown

Auto-Insert

Countdown Seconds

Countdown Sound

Countdown Style

Specifies whether an Answer Now indicator is automatically displayed on EZ-VOTE Slides. System default is
‘No".

Specifies the style for the Answer Now indicator. Options include ‘Explosion’, ‘Horizontal Scroll’ and ‘Double
Wave'. System default is ‘Explosion’.

& = 53

Specifies the text used in the Answer Now indicator. System default is ‘Answer Now'.

Specifies whether answers should be listed with numerals (e.g. 1, 2, 3) or alpha characters (e.g. A, B, C). System
default is ‘Numeric'.
Specifies the default point value for correct answers. System default is ‘0"

Specifies the default point value for incorrect answers. System default is ‘0".

Specifies the number of Participants to be listed when showing the Leading Participants Leader Board
(maximum of 20). System default is '5'.

Specifies the number of Teams to be listed when showing the Team Scores Leader Board (maximum of 10).
System default is '5'".

Specifies whether a Countdown Clock is automatically displayed on EZ-VOTE Question Slides. System default is
‘No'.

Specifies the number of seconds for the Countdown Clock (0 to 1,000 seconds). System default is ‘10",
Specifies the sound file to be played while the Countdown is taking place. System default is ‘TicToc.wav'. Select

‘Browse’ from the drop-down list to locate an alternative sound file (must be in .wav format).

Specifies the style for the Countdown Clock. Options include ‘Box’, ‘Thermometer’ and 'Circle with hour hand'.
System default is ‘Box’.
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Automatic Save & Export Setting

Export Path

Export Type

Chart

Chart Colors

Chart Label Colors
Chart Model

Chart Type

Decimal Places
Show Results As

X Axis Labels

Other

Correct Answer Indicator

Input Source

Insert Objects Using Color

Show Control Bar

Show Results

Specifies where the copy of the presentation and response data will be saved after the presentation ends.

Specifies what to do when presentation is closed.

Specifies the color scheme to use for EZ-VOTE Charts (e.g. Polling Results, Team Scores). The System Default
uses PowerPoint’s own color scheme, but this can be overridden by changing the setting to ‘User Defined'. The
Chart Colors dialog box is displayed. Adjust the colors to your preferred color scheme and click Save.

x
C 1 B ]

Bar1 Bar 2 Bar 3 Bar 4 Bar 5
B
Bar6 Bar 7 Bar 8 Bar9 Bar 10

Specifies the color for X & Y axis labels. System default is black.

Specifies between 2D and 3D chart 'bar’ model. System default is 3D.

Specifies whether the results chart should be shown in Horizontal, Vertical or Pie format. System default is
Horizontal.

Specifies the number of decimal places to be used when displaying percentage results. System default is ‘0".
Specifies whether to display the results in the graph as ‘Percentage’ or ‘"Number'. System default is ‘Percentage’.
Toggles between ‘Full Text' and ‘Answer Bullets'. This setting is useful if your answer text is wordy and you want
to refer to it in the graph with just a number, corresponding to the order in the answer text box. System default
is ‘Answer Bullets'.

Specifies the style for the Correct Answer Indicator, either ‘Checkmark’ or ‘Arrow’. System default is ‘Checkmark’.

Specifies the source from which audience responses are to be received. Options are 'Response Devices' (Meridia
Responder RF Keypads), ‘Keyboard Values' (user-entered values via the computer keyboard’s numeric keypad,
maximum of 5 votes) and ‘Simulated Data’ (randomly generated responses, user specifies the # of votes in
“Simulated Vote Count” section).

The latter two options are useful when testing and demonstrating your presentation. System default is
‘Response Devices'.

Specifies the background color for inserted objects (e.g. Countdown Clock, Answer Now Indicator). System
default is ‘Red".

Specifies which slides will include the EZ-VOTE Control Bar during Slide Show mode. Options include ‘All Slides’,
‘Slides with EZ-VOTE Objects’ and ‘No Slides'. System default is 'Slides with EZ-VOTE Objects'.

Specifies whether to show the results once polling has closed. Options include 'Yes' (display immediately), ‘'No’
(do not show results) and ‘Delay’ (display only after an additional mouse-click or press of the SPACEBAR or
RIGHT ARROW key). System default is ‘Yes'.
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Images as Answers

Show Images During Specifies whether to show images associated with answers during polling. System default is 'Yes'.

Polling

Show Images With Specifies whether to show images associated with answers when response statistics are displayed. System
Responses default is 'Yes'.

Show Answers During Specifies whether to show answer text during polling. System default is 'Yes'.

Polling

Show Answers With Specifies whether to show answer text when response statistics are displayed. System default is ‘Yes'.
Responses
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Response Grid

Grid Auto-Insert Specifies whether a Response Grid is automatically displayed on EZ-VOTE Question Slides. System default is ‘No'.

Main Color Determines the text color or correct answer color of the response grid

Grid Color Alternate Determines the alternate color of the response grid

Grid Fill Style Specifies weather the grid cells will fill upon receipt of any answer or only the correct answer

Grid Opacity Specifies the opacity of the color fill in the Response Grid. System default is '50%".

Correct Color Specifies the color of the text inside the Response Grid object.

Incorrect Color Specifies the color of the text inside the Response Grid object when the answer is incorrect. Correct answer must
be chosen via the Insert Object’ menu first.

Text Style Specifies the descriptor (e.g. Keypad ID, First Name, Last Name) used to identify responses on the Response Grid.

Any open ended descriptor (including user-defined descriptors) can be used. System default is ‘Keypad ID'.
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Team Settings

Scoring Decimal Places

Scoring Type

Color

Assign By

Teams Using

EZ-VOTE ™ v1.0 — User Guide

Specifies the number of decimal places to be used when displaying Team Scores.

Team competitions may be decided by small point margin differences. By setting display scores to include one
or more decimal places, it is possible to report on such small point differences.

System default is ‘1",

Specifies whether to calculate the Team Score for a Question Slide based on ‘Voting Pads only’ (count only the
Keypads for which votes are received) or on 'All Pads’ (count all the Keypads on a Participant List).

Example: Red Team has 10 members. A True/False EZ-VOTE Question Slide is displayed.
The correct answer (‘True’ in this case) is worth 25 points. ‘False’ is worth O points.

The Team Members vote. 6 vote ‘True’, 2 vote ‘False’ and 2 do not vote.

If ‘Voting Pads only’ is specified, the average Team Score will be 6*25 points / 8 pads =
18.75 points.

If ‘All Pads’ is specified, the average Team Score will be 6*25 points / 10 pads = 15 points.

Specifies the color scheme to use for charts in Team Scoring slides. System Default is to use PowerPoint's own
color scheme, but this can be overridden by changing the setting to ‘User Defined’ and clicking the Change
Team Colors icon. The Teams Colors dialog box is displayed. Adjust the colors and click Save.

x

Team1 Team2 Team3 Team 4 Team5

B B B [ ]

Teamb Team7 TeamB Team 9 Team 10

Specifies whether to assign Team groups using the following options:

‘Participant List' — use a close ended descriptor from the Participant List (Team assignments will be based on
attribute values for that descriptor)

‘Question Slide’ — use an existing EZ-VOTE Question Slide included in the presentation (Team assignments will
be based on the answer choices for that question)

‘None' (do not assign Teams)

System default is ‘None'.

Specify which close ended descriptor to be used for Team assignments. All available close ended descriptors
are listed (if any).

There is no system default. This appears only as a Presentation-level setting.
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Team Names

Specifies the Team Names to be used in your presentation, based on the close ended descriptor values
defined in your Participant List and specified under the 'Assign Teams Using’ setting.

Example: You have created a Participant List including a user-defined close ended
descriptor called ‘Team’ with the possible values ‘Red Team’ and ‘Blue Team’.

By specifying the descriptor ‘Team’ under the Assign Teams Using setting, the Team Names
setting will list the following possible descriptor values.

B Team Names Blue Team.Red Team
Team 01 Blue Team
Team 02 Red Team
Team 03

Map these to ‘Team 01’ and ‘Team 02’ to define the Team Names used in your presentation.
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Most settings can be specified at all three levels: Personal, Presentation and Slide. However, some settings are not available at certain levels.
The table below explains the details:

Setting System Default Personal ‘ Presentation Slide
Answer Now

Answer Now Auto-Insert No

Answer Now Style Explosion

Answer Now Text Answer Now

Answer

Answer Bullet Format Numeric

Default Correct Point Value 0 X
Default Incorrect Point Value 0 X
Chart

Chart Color Use PowerPoint Color Scheme

Chart Type Horizontal

Percentage Decimal Places 0

Countdown

Countdown Auto-Insert No

Countdown Seconds 10

Countdown Sound TicToc.wav

Countdown Style Box

Leader Board

Participants in Leader Board 5

Teams in Leader Board 5

Associate Images With Answers

Display Answer Images During Polling Yes

Display Answer Images With Responses Yes

Display Answer Text During Polling Yes

Display Answer Text With Responses Yes

Other

Auto Recover Presentation Yes X
Auto Recovery Time Interval 5 X
Control Bar State Expanded X
Correct Answer Indicator Checkmark

Event Viewer Logging Errors and Information X
Input Source Response Devices X
Insert Objects Using Color Red

Response Percentage Based On # of Responses

Show Control Bar All Slides

Show Results Yes

Response Counter

Response Counter Auto-Insert No

Response Counter Display Value # of Votes Received

Response Counter Style Oval

Response Grid

Grid Auto-Insert No

Grid Fill-Color Value Yellow

Grid Fill Style Answered

Grid Opacity 50%

Grid Text Style Keypad #

Team Settings

Assign Teams By None X
Assign Teams Using - X
Team Color Use PowerPoint Color Scheme X
Team Names - X
Team Scoring Decimal Places 1

Team Scoring Types Voting Pads Only X

112/132




MERIDIA EZ-VOTE ™ v1.0 — User Guide

Chapter 7

Base Settings

This chapter describes how to adjust settings for Meridia Base Units (both USB and Ethernet).

NOTE: Although this chapter explains how to alter Base Unit settings, you may not be required to apply any
configuration changes if:

You are using a single USB base. The USB Base Unit and Keypads have not been altered from their original
factory-set configuration

In this case, the Keypads and Base Units will already be configured to communicate with each other.
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Regular Base Settings I

USB Base Units are connected to a PC via a USB port. To capture responses from a USB Base Unit, the EZ-VOTE
presentation must run from the same PC to which the unit is attached. EZ-VOTE, running on a single PC, can
connect to one or more USB Base Units simultaneously. EZ-VOTE will automatically detect USB Base Units
attached to the PC.

Every Base Unit has a Base ID (e.g. '005). Base IDs range from 001 to 075.

Every Keypad is configured to be associated with a single Base ID. When the audience member votes, the
response is captured by a Base Unit with the corresponding Base ID.

Up to 500 Keypads can be associated with a single Base ID. If more than 500 Keypads are to be used, then
additional Base IDs will be required.

NOTE: In rare cases, a block of Keypads sharing the same Base ID may be used over such a wide area that they cannot all be in RF range of a
single Base Unit. In this case, multiple Base Units (sharing the same Base ID, and connected to the same PC) can be spread over the area to
provide the RF coverage required.

Base ID 005
= P
i 5 &=
—— 24
L] ~J -
=
ev0ad ID 002 Keypad D 18

! Basa ID 005 Base ID 005

o
Keypad ID 001 /_\-?9\‘\\
\7

Base 1D 005

Example of three USB Base Base ID 005
Units attached to a single
PC running EZ-VOTE.

Keypads map to a single
Base ID. In this example,
two Base Units share the
Base ID ‘005’. Keypads
associated with Base ID
005 can have their
responses picked up by
either Base Unit.

~ = v N 4

etV Base ID 007 N s 05

Keypads associated with Liiiini
Base ID 007 can only have

Base 0 007

their responses picked up — Keypad D 064
by the Base Unit with the P e Base ID 007
Base ID 007. B ey '
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USB Base Unit

To view and edit Base Settings, from the EZ-VOTE Toolbar, click the Base Settings
button.

The Base Settings dialog box is displayed. Click the USB Port tab if it is not already selected.

Click Refresh to check for installed Base Units and update the List Area.

USB Port tab Ethernet tab
Click to view settings
for USB Base Unit/s N/A

connected to the PC

%6 Base Settings

/

UsB Eth/emet mﬂeed\— Advanced tab

Click to view and change
advanced base settings like

Provote USB Base(s) Detected Base ID and Polling Groups
BaseName BaselD BaseAddress BaseSerial PollingGroups Status
COM3 42 1 334BFB 1-100, 101-200, 201-300, 301-400, 401-500 Enabled

Select Checkbox
Click to select the Base Unit (S) List Area

for Enabling or Disabling Display details for all
detected Base Units

Refresh
Check for installed Base Unit
hardware and update the list

[ Reffesh | [ Enable ][ Disable |
//
Base Settings dialog box (USB tab) /

Enable / Disable
Enable or Disable
currently selected
Base Unit(s)
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Several fields are displayed for each Base Unit. All fields are for display only, apart from Description. Double-
click this field to add text (e.g. ‘Base Unit Alpha’).

Field Description

BaseName The COM port to which the Base Unit is attached (via USB).

BaselD The Base ID of the Base Unit. Keypads are associated with a specific BaseID. Note: multiple Base Units can share the
same BaselD.

BaseAddress The Base Address of the Base Unit. Note: EZ-VOTE v2.6 does not use this setting.

BaseSerial The Base Serial number of the Base Unit. It is the number found directly underneath the barcode, 6 digits in length.

PollingGroups Shows the range of keypads that are able to be used with that particular base.

Status Enabled or Disabled. Enabled Base Units will capture and report audience responses. Disabled Base Units will not.

Base IDs are important because every Responder Keypad is associated with a specific Base ID. Responses from that Keypad
will be recorded only by the Base Unit/s having that Base ID.

To check the Base ID associated with a Responder Keypad, press ID on the Keypad. The LED display flashes the associated

Base ID followed by the Keypad ID.

In this example, pressing ID on the Responder keypad displays
that the associated Base ID is 09. The Keypad ID is 003.
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Enabling and Disabling Base Units

From the Base Settings dialog box, you can manually enable and disable Base Units.

This is useful if you would like to disregard responses from all Keypads associated with a particular Base ID.

Example: You are giving an interactive EZ-VOTE presentation for 200 people in a large hall.

All audience members on the left side of the room have Responder Keypads assigned to a Base Unit with the
BaseID ‘'5'. All audience members on the right side of the hall have Keypads assigned to a Base Unit with the
BaselD ‘8"

During the presentation, you want to present a EZ-VOTE Question Slide but only gather responses from the left
side of the room.

By setting the Status of the Base Unit with BaselD 8 to ‘Disabled’, only votes received from Keypads assigned to
the Base Unit with BaselID 5 will be considered.

Every Responder Keypad is associated with a specific Base ID. Responses from that Keypad will be recorded only by the Base Unit/s matching
that Base ID.

To check the Base ID associated with a Responder Keypad, press ID on the Keypad. The LED display flashes the associated Base ID followed by
the Keypad ID.

In this example, pressing ID on the Responder keypad displays
that the associated Base ID is 09. The Keypad ID is 003.
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Auto-Enable

Adjust this setting using the Auto-Enable dropdown list. Options are 'Yes' and ‘No'.
If Auto-Enable is set to ‘Yes', the Ethernet Base Unit will automatically be Enabled when EZ-VOTE starts. Note: if a
USB unit is attached to the PC, it will take priority. The Ethernet Base Unit will not be enabled, since USB and

Ethernet Base Units cannot be used simultaneously.

If Auto-Enable is set to ‘No’, the Base Unit will have to be enabled manually each time EZ-VOTE starts.

Enabling and Disabling Base Units

From the Base Settings dialog box, you can manually enable and disable Base Units. This can be useful if you
want to include or disregard responses from all Keypads associated with a particular Base ID.

Example: You are giving an interactive EZ-VOTE presentation for 200 people in a large hall.

All audience members on the left side of the room have Responder Keypads assigned to a Base Unit with the
BaselD ‘5. All audience members on the right side of the hall have Keypads assigned to a Base Unit with the

BaselD ‘8'.

During the presentation, you want to present a EZ-VOTE Question Slide but only gather responses from the left
side of the room.

By setting the Status of the Base Unit with BaselD 8 to ‘Disabled’, only votes received from Keypads assigned to
the Base Unit with BaselD 5 (status ‘Enabled’) will be considered.

To enable a Base Unit, select the Base Unit from the List Area using the checkbox, and click Enable.

To disable a Base Unit, select the Base Unit from the List Area using the checkbox, and click Disable.
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Advanced Base Settings

NOTE: On delivery, Base Units and Keypads are configured to operate with each other. In most cases, you will not need to
modify Advanced Base Settings. Be aware that inappropriate modifications to Base Unit or Keypad settings could result in
improperly operating equipment. Any changes made to Base Unit or Keypad settings are retained (even when the hardware
is powered off) until they are modified again.

To view and edit Advanced Base Settings, in the EZ-VOTE Toolbar's Base Settings dialog, click on Advanced Base Settings
tab. These settings work the same way regardless of whether you are using USB or Ethernet base units.

e Home Insert Design Animations Slide Show Review View Meridia

QOJdIPx - " @

Insert Convert Graph Objects| Tools |Reports Help Activation
Slide ~ Slide Type ~ o > - Meedad

. G2V ‘ Base Settings
(=] N = x ‘ |

The Advanced Base Settings dialog box is displayed.

‘%6 Base Settings @
| usB | | Ethernet | ‘ Advanced /I— Select Base
Choose a Base Unit from the
. dropdown list.
— SelectBase: | COM3 v
Reply from Base: . .
I kevead roues Base Properties: t.) UShB Base Units are listed
[#] 001-100 Base |D: 42 y their COM port
Base Address: 1 - :
J [+ 101-200 Palling Mode: Polling > Ethernet Base units are
PollingGroups: listed by their IP Address
Ll 001 - 100 ON
[ 301400 101 - 200 ON
201 - 300 OFF
[] 401500 301 - 400 OFF Reply from Base
401- 500 OFF Displays all responses
ase Propeities received from the selected
Base ID: 2 Base Unit
Base Address: |1
Set Base ID/Address
- - Edit the Base ID/Address
E Base Information H Apply Settings for the selected Base
Unit.
Advanced Base Settings dialog box -
Request Base Information ~T—— | Apply Settings
Keypad Polling Groups
In this example, Keypads Get information (e.g. Base Apply changes to
001-200 are active. ID / Address) from the selected Base Unit
selected Base Unit

Responses from Keypads
201-500 will be ignored.
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Request Base Info

Select the Base Unit from the Select Base list. Click Base Information.

A request is sent the Base Unit and the reply is shown in the Reply from Base window.

Reply from Base: Cleartog |
Base Properties:
Base ID: 42

Base Address: 1
Polling Mode: Polling
PollingGroups:

001 -100 ON

101 - 200 ON

201 - 300 OFF

301 - 400 OFF

401 - 500 OFF

Reply from Base window

The Base ID, Base Address, Polling Mode and Polling Groups are all listed.

Set Base ID / Address

Select the Base Unit from the Select Base list.

Base Properties

Base ID: 42

Base Address: 1

Base Properties - Set Base ID/Address

Edit the Base ID and / or Base Address fields as required and click Apply Settings.
Multiple Base Units can share the same Base ID. This is useful if you are giving your presentation in a large room,

for example. You can place several Base Units (sharing the same Base ID) around the room. Any Responder
Keypad assigned to that Base ID can register responses with any of the Base Units.
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Set Keypad Polling Groups

Each Base Unit can support up to 500 Responder Keypads. By using Keypad Polling Groups, you can easily
include or exclude groups of Keypads from polling.

Select the Base Unit from the Select Base list.
Keypad Groups

001-100
101-200
miznkn e S
[:] B LL Responses from Keypads

001-200 are active.
201-500 will be ignored.
(7] 401-500

Advanced Base Settings - Set Keypad Polling Groups

By selecting or clearing the checkboxes, you can include or exclude responses from Keypads depending on their
Keypad ID. Keypads are grouped 100 at a time.

For example, selecting the checkboxes for 001-100 and 101-200 will accept responses from all Keypads with an
ID in the range 001 to 200. Keypads with IDs from 201-500 will be ignored.

After making your selections, click Apply Settings to update the Keypad Polling Groups. The Reply from Base
window updates to show the new settings.
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Chapter 8

Generating Reports

This chapter describes how to generate reports from the captured audience response data. Several different
report types are available, and reports can be displayed and exported using several different output formats.
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Reports Overview

Once audience responses have been captured, it is possible to generate up to nine standard reports that present
the captured data. These reports can be generated, saved, exported and retrieved for further analysis.

From the Reports menu on the EZ-VOTE Toolbar, select the report type from the dropdown list.
For example, Reports - Results by Question.

Al Diats Remsity l
Qrersteon Lt

ot Bt Barwasits

EZ-VOTE provides many different report types.

Report Description
Results By Question Displays response results for each question (percentage and absolute totals)
Question List Lists all questions (and associated answers) in the presentation

Filters responses according to a predefined Participant List attribute or from responses retrieved from two

BEFR) (e, different EZ-VOTE Question Slides

Participant List Lists all participants and the respective descriptor values assigned to them

All Data Results Lists all participants and their responses for each question

Graded Results Displays all participants and their correct answer percentage / scores

Student Score Identifies the individual participants together with all of their responses and scores

Game Scores Displays scores by team for each question, together with combined totals for the entire presentation
Compare Responses Compares responses for two questions asked at different points during the presentation
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For each report type, you will be prompted to select the preferred output format: Excel, Word, CSV or HTML.

x

Select the format for the report

(®) Excel O Word

O csy O HTML

ok

Figure 67 - Report Format dialog box

When you choose the type of report from the Tools -> Reports menu and select the ‘Results by Question’ report,
you will be presented with this dialog box:

-
28 Report Thumbnail E

[LIL]

¢ Horizontal " Vertical

ok |

Once the report has been generated, it will be launched and displayed appears in its native application (Internet
Explorer for 'HTML', Word for ‘Word’, Excel for ‘Excel’ and 'CSV’).
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Report Formats

EZ-VOTE generates reports in several different user determined formats: HTML, MS Word, MS Excel and CSV.

HTML

HTML reports are generated in as standard. HTM files, suitable for viewing with a web browser. Once generated,
reports (including charts as appropriate) are automatically displayed within Internet Explorer.

provide =1l

T IQ C:\Documents and Settings|Paul. Heron|My DocumentsiMeridialReportsi28,. 11,2007 12.03.28.htm 2
File Edit View Favorites Tools Help
i:? e 4 C:\Documents and SettingsiPaul.HeroniMy Document. .. I | ":h = B - |rPage - @' n & >
=
Results by Question
Custom Title
Presentation Name: delete me.ppt
Created on: 28/11/2007 12:03:20
1. How do you keep up-to-date with current
Responses .
Percent) |[Count) | Answer Options =}
40% 2 Newspaper m2
20% 1 ™
20% 1 Internet o3
20% 1 | Talking with friends o4
0% 0 Other 5
Totals | 100 00% 5 "
2. Have you ever purchased goods or
Responses ™
Percent) |(Count) | Answer Options a1
80% 4 Yes
20% 1 No L
Totals | 100 00% 5 " J
3. | buy clothes | like, regardless of current
Responses o
Percent) |[Count) | Answer Options =Rl
0% 0 Strongly Agree w2
20% 1 Agree
0% 0 Neutral o3
60% 3 Disagree o4
20% 1 Strongly Disagree m5
Totals [ 100.00% 5 .
|
[T TS My computer R100% - g

'Results by Question' report in HTML format

Reports are stored in My Documents\Meridia\Reports\ with the filename format DD.MM.YYYY HH.MM.SS.htm.
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Microsoft® Word™

Word reports are generated in the standard Word .DOC format. Once generated, reports (including charts as
appropriate) are automatically displayed in Word.

As with any other Word document, click Save to save the document.

al@lx
Be OR Pov Just fomal [oob Tl Wrdee e AdePOR Al Cowents - x
Jdigdava A7 9-C-RJ2BNE D0 o - upx]
- o ll A Monad o beal, o Al o[l sEeamiE. EEewD-v- ,\.l
(L SRR BN . U . ' LA | “w L1 5 :‘
Eeanlt by Gueaian
Cusparn Tile
Pruseatatica Kame. dulete meppt
Croated ooc 7011700 115755
1 Mow ds ypou boep up te date with oornest aflales
Rewpomses
Percenty HC omnty Bawswes Opticns
O 2 Py g e
% 1 ™
X% : riwmal
&% | Takirg wih Nends
o% c Othwar
Torals W0 0% 4
2. Waee you evei piichased goods of weivices using the Wteinel?
Respomes
Percenn 1 onmny Answor Opsans | | o1
% 4 Yeou w o
% 1 Mo =
Totals 00 0% £
3. 1 buy chathes | like, 1o gar diess of curent faskien.
Respornes \
Percenti 1oty Anvmes Optan L] t}
% [+ Sty Agne -’
0% 1 Agres (-3
(138 0 Mgt ad
0% 3 Dmagres =
. : - . LE
% Swargly Cviagrae
Totals 100 O0re s
-
-
.
2
v
LR L X i
UG- 4 Apem- \ NOONAC R M ZrA-===aa)
. 3 . , £C T K penbus G

'Results by Question' report in Word .DOC format
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Microsoft® Excel™

Excel reports are generated in the standard Excel .XLS format. Once generated, reports (including charts as
appropriate) are automatically displayed in Excel. As with any other Excel document, click Save to save the
document.

NOTE: the data in exported reports is rendered without including any underlying formulas. Therefore any edits to
the tables (e.g. percentages, number of votes received) will NOT be automatically reflected in the graphical
charts. Any further data analysis is dependent on your knowledge of Excel itself.

alolx]
SlBe B B Just Ffgmal looh Qela Wedee B AduleME X
JSd3Ig a0 4087 9- az-di nEle Jo~ <10 - BJ Y EERE M A RE N5
- o
T2 - =
A ] 3 D E F [ H A K L M | N o | P [

Ravuls by Duestion

Cortomn Tl
Pravestation Name: dalete me ppt
Croated o 7811900 115157

Respomsny |
.ﬁ’nuupfll ousy | Anvaes Opdom

ars < | Hevaspaper
X 1 TV

2 X% 1 eamet

13 X 1 :1» ) wih frents

1
F]

3

]

§

[}

7 1. How de you banp wp o date with corres aflai?
]

[]

0

1"

12

" | o o | Cthat
15 Tataks 100 0% 5
16
17 2. Harve you ever putchasod gaods a1 sandces using the bsteimer?
19 Raspeasar " \
19 Porcant [ICousn | Arvwes Optiom ol |
a0 2 Yes £
| 20 | Ns L

Tatak 100 0% 5

3.1 by Bathes | libe, 1egas dess of coniumt Laskisa,
Raspeasus
Fetcaith [ICoust) | Apvwos Optiom

| O% 0 | Swongly Agrew
xre 1

| o= o | N

: flrs 3 : vy

!m1::]gzauuuuuruwwsssakmzuwxu

| Xre 1| Strergy Diangree |
Tatak 1100 (0% £ !
o8 5 50 Mkl QLA Regarts (1] | o~
Coma= g Agathapes= S\ " OO 4 Al 4 :.""A'=:-£‘"l
Bant Ll

'Results by Question' report in Excel .XLS format
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csv
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CSV (comma-separated values) reports are generated in the standard .CSV format, which can be read by many
different applications. Once generated, reports (charts are NOT included) are automatically displayed in Excel.

Presentation Name: delete me.ppt
Created on: 28/11/2007 11:59.27

1. How do you keep up-to-date with current affairs?

1
| 2
3
4 |
| & |
| 6 |
| 7 |
| B | Responses Answer Options
| 9 | (Percent) (Count)
10 40% 2 Newspaper
| 11| 20% 1TV
[ 12 | 20% 1 Internet
(13 | 20% 1 Talking with friends
14 0% 0 Other
| 15 |Totals 100.00% 5
16
E?, Have you ever purchased goods or services using the Internet?
118 | Responses Answer Options
[ 19 | (Percent) (Count)
20 | 80% 4 Yes
| 21 | 20% 1 Mo
| 22 |Totals 100.00% 5
23|
| 24 3. | buy clothes | like, regardless of current fashion
| 25 | Responses Answer Options
| 26 | (Percent) (Count)
| 27 | 0% 0 Strongly Agree
| 28 | 20% 1 Agree
129 | 0% 0 Meutral
| 30 | 60% 3 Disagree
[ 31 | 20% 1 Strongly Disagree
| 32 |Totals 100.00% 5
33 |
34

M 4 » M[\2B.11.2007 11.59.29
iDraw > Ly

Ready

agtoshapes~ N\ N [ O Al 4 4 @] &

REIES
‘] Fle Edt View [Insert Format Tools Data  Window Help  Adobe PDF Type aquestionforhelp  « _ @ X
NDBEHRSISR|TH *ﬁé-!q.--,.%i-%lﬁl!ﬂg‘] EfAriel -0+ B Z U EEEA.E
W43 = £
A | B [ ¢ [ o [T E [T F T 6 T w®W T 17 T 3 T ® T © [T ™M ] [ o T =
Custom Title

'Results by Question' report in .CSV format, displayed in Excel

Reports are stored in My Documents\Meridia\Reports\ with the filename format DD.MM.YYYY HH.MM.SS.csv.
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Advanced Reports

Data Filtering

This report shows responses associated with a Participant List Group or according to a particular question (e.g.
‘What gender are you?’)

1. From the Reports menu on the EZ-VOTE Toolbar, select Data Filtering.
2. From the Data Filtering Report Source Selector dialog box, select the option on which the data should be
filtered.

iz Data Filtering Report Source Selector x| Bis Data Filtering Report Source Selector x|
Please select the following option on which data should be filtered: Please select the following option on which data should be filtered
& GetFeedback Questions And Answers  GetFeedback Questions And Answers
 Paricipant List & Participant List
Filter by this question Filter by this close ended descriptor
4. What gender are you? | Gender =l
OK I

If you select 'EZ-VOTE Questions And Answers’, select a question to filter by from the Filter by this question list.
Alternatively, if you select 'Participant List Teams’, select a close ended descriptor from the Filter by this close
ended descriptor list. Click OK.

3. From the Report Format dialog box, select the preferred output format (e.g. Excel). Click OK.
4. The report is generated and appears in the appropriate application (Internet Explorer, Word or Excel).

1) What is your gender?

Male Female Total
Male 100% 2 0% 0 2
Female 0% 1] 100% 3 3
2) How do you keep up-to-date with current affairs?
Newspaper ™ Internet Talking with friends Other Total
Male 100% 1 100% 1 0% 0 0% 0 0% 0 2
Female 100% 2 0% 0 100% 1 0% 0 0% 0 3

Data Filtering (by EZ-VOTE Slide)

In this example, you can see that of the
male participants, 1 answered ‘Newspaper’
and the other answered ‘ TV'. Of the female
participants, 2 answered ‘Newspaper’ and 1
answered ‘Internet’.
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Compare Responses

This report compares responses for two functionally similar questions. Typical usage might be to ask an opinion-
based question at the start of the presentation, then ask again at the end to see if attitudes have changed.

1. From the Reports menu on the EZ-VOTE Toolbar, select Compare Responses.

2. From the Comparing Responses Question Selector dialog box, use the dropdown lists to select the two
questions to be compared. Click OK.

B 5 Comparing Responses Question Selector =10] x|

Selectthe first question to compare

[4.I am interested in online fashion retailing EI

Selectthe second guestion to compare with first

I?.l am interested in online fashion retailing LI

b OK ; Cancel |

Comparing Responses Question Selector

3. From the Report Format dialog box, select the preferred output format (e.g. Excel). Click OK.
4. The report is generated and appears in the appropriate application (Internet Explorer, Word or Excel).
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About Meridia Audience Response

Meridia Audience Response has been in the event industry since 1970 and for the past 27 years, we have been
providing an exceptional on-site audience polling services, as well as electronic audience voting keypad (clicker)
systems for sale.

Contact us at:

Meridia Audience Response
5207 Militia Hill Road
Plymouth Meeting, PA 19462
USA

Telephone: 610-260-6800

Fax: 610-260-6810
Email: rsvp@MeridiaARS.com
Web: www.MeridiaARS.com

Customer Support

For technical support contact us at Support@MeridiaARS.com or call us at (610) 260-6800.
You can find useful downloadable files, tips & tricks and training videos on our Support page:
http://www.meridiaars.com/support/
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