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RCApp Installation Guide

Thank you for choosing the RCApp by Counting Opinions. This document offers guidance on
how to quickly configure the installation of the RCApp for your Reading Club program(s).

1 Login

Please login at nc.countingopinions.com

Your username and password were provided to the RCApp Subscription contacts. If you do not
know the username and password, please contact support@countingopinions.com.

From the navigation “Menu” select “Configure” under RCApp to begin configuration. This menu
option is shown only to users that have the “Collection Manager” user role.

Mo [X]
Select "Configure” to apen
RCApp the RCApp configurator
Configure
Be Admin

RL Reports the RC Admin poge

Select "RC Admin® to open
providing data view access,

Select "RC Reports® to

open the RC Reports page
praviding reports access.

RC Admin provides access to grid (record) views of the data for “Registration”, “Participation”,
“Activity” and “Profiles”. This menu option is shown only to users that have either the “Data
Manager” or “Data Entry” roles.

RC Reports provides access to the RC reporting tools. This menu option is shown only to
users that have either the “Reports Manager” or “Report Viewer” role.

2 RCApp Installation

The RCApp is pre-configured with a Reading Club, hereafter referred to as the “Default”. This
configuration can be deployed “out-of the box” and/or one or more Reading Clubs with custom
configurations can be installed and deployed.

Explore the configurator to review the settings of the Default configuration and/or read-on to
learn more about these settings as the quick install is discussed.
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Important Note: The default “Reading Club” configuration can be customized. Any changes will
replace the initial settings when “Update” is selected. For example, changing the name “ Reading
Club” will replace this name and the reference to this default club in the configurator and throughout
this document. The only way to revert changed settings back to the original default is to manually
change the settings back to the original. Care should be taken when updating the default.

2.1 Single Reading Club Configuration
For Libraries offering and managing a single reading club, the Default configuration can be fully
customized for local use. Updating the Default configuration establishes a new Default.

2.2 Multiple Reading Club Configurations

The Default provides a “master” configuration for all clubs and is the “template” configuration for
each subsequent club that might be added. Updates can be made to the Default thereby
creating a localized master-template. If clubs have been added and changes are made to the
Default, these changes cascade to each club. However, if a club has specific configuration
settings (e.g., Group settings, images, styles), these settings will prevail.

To configure more than one club, these additional reading clubs must be added.

Select existing reading club
configuration or add new club.
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2.3 RC Configurator

The RC configurator is a tabbed interface where the configuration for one or more reading clubs
can be installed and managed. Reading Clubs are identified by name in the Reading Club select
list and top level Summary Tab. Sub level tabs contain information and settings relative to the
Reading Club selected in the Reading Club select list.
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2.3.1 Reading Clubs Select List

The Reading Clubs select list enables selection of existing Reading Clubs. The Default selection
is the “Reading Club”. When other Reading Clubs have been added they will be listed by name
for selection. Names are set in the Summary Tab. To add a new reading club, select “Add
Club”. The new Reading Club will require a name (minimum) and description to be set in the
Summary Tab.

All configuration tabs relate to the selected reading club.

For first time users, the default “Reading Club” is the only reading club configured. The
“‘Reading Club Name” is set in the “Summary” Tab in the tabs below the selected reading club.
The “Details” Tab includes the “Description” of the reading club, and URLSs for staff (internal)
and public views of the Registration and Activity forms. Both name and description can be
updated.

2.3.2 Localization of prompts

Throughout the RCApp configuration the field “prompts” can be localized to better reflect local
terminology. To update a prompt, replace the prompt with the new prompt and select “Update’.
Do not change the prompt if it will change the meaning and interpretation of the
guestion. Instead a custom question should be added. Please contact
support@countingopinions.com if you require a custom question to be added to your Reading

Club configuration.

2.4 Quick Configuration

2.4.1 Summary
The “Summary” Tab references the selected reading club, including name, description,
registration form URLs, and activity form URLSs.

The name and description for the Reading Club can be updated (added). Redirect URLs can be
set for each form and the outcomes survey for the reading club. This determines the webpage
that the user will be redirected to on submission of the respective form or survey. In the Default
the redirect URLSs are set to the Activity form URL since after registration, registrants may want
to view the Activity form and/or add activities and after having input activities, the participant
may want to add more activities.

The forms and outcome survey URLs are system generated and are unigue to the selected
reading club. These URLs can not be changed. Accuracy is important when referring to these
URLs since the URLs identify the Reading Club and the forms therein capture information for
that Reading Club and the registered participants.

2.4.1.1 Widget
To add the Registration and Activity forms to your website, add the widget to your webpage.
Simply select the Widget code in the Registration>>Summary Tab, copy and paste this code in
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the web page where you would like the form to appear and adjust the height and width
accordingly for the most suitable presentation.

2.4.2 Period Settings

Select the Period Tab. Selection of the Period Tab reveals period settings fields where a period
name, start and end dates can be added. The Reg Start Date and Reg End Date are the start
date when registrations will begin and end. The Acl Start Date and Acl End Date are the start
and end date of the activity tracking form. There are options to enable the period or toggle
on/off test mode.

Summary Groups Authentication Registration Activities Achievements Books Schools Images Style Email Contacts

Period Period Name RC Start Date RC End Date Reg Start Date Reg End Date Acl Start Date Acl End Date Enabled Test Mode
20140101 Jan - Dec 2014 2014-01-01 2014-12-3 2014-05-01 2014-07-01 2014-07-01 2014-08-31 No No
20150101 Jan - Dec 2015 2015-01-01 2015-12-31 2015-01-01 2015-12-31 2015-01-01 2015-12-11 Yes No

20150101 Jan - Dec 2015 2015-01-01 2015-12-31 2015-01-01 2015-12-31 2015-01-01 2015-12-31 d

Update Delete

2.4.2.1 Test Mode

When enabled, “Yes” is displayed, for the selected period, any registrations or activity data
captured while in test mode is flagged as test data in the database. Test data is not included in
any of the RC App Reports or Batch Admin. Test data can be viewed in the RC Admin views.

2.4.3 Groups

The Groups Tab contains the configuration settings for Groups related to the selected Reading
Club. Reading Groups can be created within each Reading Club. Groups are defined by
common attributes (e.g., gender and/or age, grade, themes, etc.) and can offer an experience
tailored to members of that group, including images, styles, books list and schools list.

Many jurisdictions have predefined groups for reporting and analysis of participation and
activity. This is a good place to start when considering group requirements.

If there is no need for any groups to be defined, then a Reading Club can be configured without
the addition of any groups.

2.4.3.1 Group Settings

Select the Groups Tab. Selection of the Groups Tab reveals the Groups Tabs (Summary,
Achievement, Books, Schools, Avatar, Style), the Groups select list and the settings relative to
the selected group, if groups exist. Groups are configured with a Group Name and Description.
The Group Name is required and can not be left blank or deleted. It is this name that is used in
the Groups select list for selection of groups. The sub-tabs in Groups section, reflect the
settings relative to the group selected in the Groups select list.
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Groups can be defined by Gender and Age, Gender and Grade, Gender alone, Age alone, or
Grade Alone. But Groups should never be defined by both Age and Grade since these two
parameters are not mutually exclusive of one another.

For the Default, 8 groups have been pre-configured. These Default Groups can be modified, if
needed. The group settings are summarized in Table 1 (below).

Tablel. Default Groups and Settings

Group Name Description Gender Age Start Age End Grade Start Grade End Enabled

BO-5 Boys, Age 0-5 Boys 0 5 - - Yes
B6-8 Boys, Age 6-8 Boys 6 8 - - Yes
B9-12 Boys, Age 9-12 Boys 9 12 - - Yes
B13+ Boys, Age 13+ Boys 13 - - - Yes
60-6 Girls, Age 0-6 Girls 0 5 - - Yes
66-9 Girls, Age 6-9 Girls 6 8 - - Yes
69-13 Girls, Age 9-13 Girls 9 12 - - Yes
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613+ Girls, Age 13+ Girls 13 - - - Yes

To add a new reading Group, select Add Group. The “Add Group” dialog window will open and
appear blank, as shown. Fill in the information and define the group then select the “Add” button
and the new group is added to the list of available groups for the selected Reading Club (i.e.,
selected in the Reading Clubs list).

Group
| Name :
Description :
— By Gender —select- -
Gender
|| By Age Age Start Age End
By Grade |Grade Start Grade End
T Enabled | P .
Add < Camplete the form then
select “Add” to create the
new group.

2.4.3.1.1 Group Summary

Groups may be defined by Age or Grade and/or Gender for the automatic determination of
which group a participant belongs. The group definition questions (Age, Grade, Gender)
relevant to the defined group must be asked during registration for this automated classification
to work. For example, the group Boys 0-5 years of age, is shown. During registration the
participant is asked for Date of Birth and Gender. If the response is a birth date 5 years or less
from the date of registration (Aged 5 or younger) and Gender:Boy, then the participant belongs
to the Boys 0-5 group. The benefit of asking Date of Birth is that the data will include the
specific date of birth for the participants versus the general age range of the participants.
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Groups: BO-5 -~ Add Group

| Achievements Books Schools Avatars Style

Group Hame: BO-5

Boys, Age 0-5
Description:
o By Gender ender Boys -
Y| By Age Age Start 0 Age End 3
By Grade Grade Start Grade End
| Enabled
Update Deletel! |

If groups are defined by other parameters not including Age, Grade or Gender, such as, theme,
topic, interest, then the Group Name should effectively convey the Group definition, e.g.,
Budding Sleuths or Mystery Readers, a reading group dedicated to young readers of mystery
stories.

2.4.3.1.2 Achievements

Achievements configured for the Reading Club are offered as select options at the Group level.
Since Achievements may apply to more than one group the selection of an achievement is
easier than having to set these up for each individual group.

To configure and new achievement or update an existing achievement, this must be done at the
Reading Club level. If an achievement is selected at the Group level and updated at the
Reading Club level, any updates will be effective for all Groups that have that achievement
selected.

If a NEW achievement is added at the club level and selections have been made at the Group
level then the NEW achievement will have to be selected within each Group where the
achievement should apply. Otherwise, the achievement is ignored within the Groups where one
or more specific achievements have already been selected.

All achievements apply within a Group only when all achievements have been selected at the
Group level, or none of the achievements have been selected at the group level.
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2.4.3.1.3 Books

Books added to the Book List in the Books Tab for the Reading Club become the master list of
books for selection in each group. If no book selections are made for a Group in the Group,
Books Tab, the entire master list is made available to participants within that group. If one or
more selections are made, it is this selected list that is offered to participants of the group.

For example, as shown, the selections from the master booklist become the list of books for the
Group, BoysO0-5.

Groups: BO-5 + Add Group

—_————

Summanry Achievements }_ -._‘ Schools Avatars Style
Enabled Book Name ISBH Author Pages
11 Experiments That Failed 0ITEE4TEDG Jenny Offill 40
o Anything |s Possible 1926873017 Giulia Belloni 32
o Awesome Dawson 316213306 Chris Gall 40
o Boy and Bot IT586756.2 Ame Dyckman 32
L Callum's Incredible Construction Kit 1406252227 B 32
Emmett
Cardboard 0545418739 DU 288
TenNapel
Chester's Masterpiece (Chester) 1664635662 Melanie Watt 32
Chill: Discover the Cool (and Creative) Side of Your Fridge 1664633016 Allan Peterkin 80

The Book list shown is created and managed in the Reading Club, Books folder,
Selected bocks from the "Reading Club Beok list” become the "Group Book
list". If no selections are made, all books are of fered for the Group (ie.,

Boys0-5).

2.4.3.1.4 Schools

Schools added to the School List in the Schools Tab for the Reading Club become the master
list of schools for selection in each group. If no school selections are made for a Group in the
Group, School Tab, then the entire master list is made available to participants within that
group. If one or more selections are made, it is this selected list that is offered to participants of
the group.

For example, as shown, the selections from the master school list are the list of schools for the
Group, Boys0-5.
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Groups: B0-5 +«  Add Group

SUMMmary Achicvements Enoks F chonls 4 Awatars Style

Inciuded School Hame Sohool Type Cly
# Armadale Public Schoal Public Markham
# shtan Meadows Public School Pubibc Markham
] Alsch Walnul Public Schanl Ptk Markham
o+ Bowwocsd Public School Pubke Markham
Bur Oak Secondary Schocl Public Markham
Hur Oak Ssconcary Summsr School Pubibe Markham
o Rullesrdille Pubic School P ks Mur Kham
# Castiemaore Elementary Public School Public Markham

e, - e i A e et i~

The Scheel list shawn is created and managed in the Reading Club, Schoels
falder, Selected schosls frem the “Reading Club Schoal list” become the
“Group School list™, If no selections are made, all schools are of fered for the
Group (i.e., Boys0-5).

2.4.3.1.5 Avatars

Avatars added to the Avatars List in the Images>>Avatars Tab for the Reading Club become the
master list of avatars for selection in each group. If no avatar selections are made for a Group
in the Group>>Avatars Tab, then the entire master list is made available to participants within
that group. If one or more selections are made, it is this selected list that is offered to
participants of the group.

For example, as shown, the selections from the master avatar list are the list of avatars for the
Group, BoysO0-5.

Groups: |BO-5 = Add Group
P
Summary Achievements Eooks Schools ECUEIETERS  style
Enabled Hams L] Hedght Widik
il
o A7, Lighi-bkai Triblshe  BirpeYweafd coustingapiniona comiplaumey aircimegaadomaian a0, pig 180 A 1
t 10, Hean gresn [ nbols Ritpswelcountingopinions-comipleurvey sircimagesavatars aviiid.png 190 10
von
¥ 14,0range Tribbie hitowebl.oountingopinions.comiplsursey sircimagesiavatars/avitid.ong 180 100
+ 15, Punale Tribble hitpsiwehl courtingooinions comiplsurey Sircimegesinvamaraim0id.png 180 100

The Avatars list shown is ereated and managed in the Reading Club,
Images=»Avatars folder, Selected avatars from the "Reading Club Avatar list”
become the "Group Avatar list”. If no selections are made, all avatars are

of fered for the Group (i.e., Boys0-5).

2.4.3.1.6 Style

The list of Themes for selection in the Group>>Styles Tab is created in the Reading
Club>>Styles Tab by selecting and updating each theme that is wanted for activation. If no
selections are made in the Group>>Styles Tab, all themes are made available for participant
selection in the activity Tracker, participant profile options. If one is selected, this theme
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becomes the default for the group. If more than one theme is selected, this selected list of
themes are offered to the participant for selection in the participant profile section of the Activity

tracker, as shown.

Groups: B0-5 ~ Add Group

Summary Achievements

%
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black e
blitzer
cuperting
dark-hioew
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wace-biks

i o g

ek

hot-sneaks

]

6 e
e
g
2
2
s

schools  Avatars m

Theme v
y
black-tie E

Books G blitzer |

Pages Goal

The following Activity Tracker view shows the “Avatar’options and “Theme” selection options.

These options are set in the Group>>Avatars and Group>>Styles Tabs respectively.
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2.4.4 Authentication

The Authentication tab includes settings for how accounts are created and in turn what
credentials are used or are required for both Registrants and Participants to Login for the
selected reading club.

Summary | Pesinds | Ginoups m Hegistiation  Adlivilies  Achimesmenis | Busks | Sthools | dmages wpds | Dmail | Conlesis |00 admis

fag Lagl
B | LbrarcCes

(B FinCode

¥ Mar
4 [[EFTF T [T n f
Faiawied Ledugiui u L
If “Pre-assigned” members numbers are to be used, be sure to
== = enable the “Membership Mumber® field in the
1] by L TR TR T BIEEE] ‘“tﬁis*m"lnmmlcwmt tak,
o P avagred Wby R3S ELLLH
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2.4.4.1 Registrant Authentication

Registrant authentication can only occur using Library Card or Library Card and PIN, and if a
connection with your ILS is established. This authentication option reasonably determines the
person registering is who they say they are.

With Library Card or Library Card and PIN enabled for registrant authentication, the registrant
provides their Library Card number or Library Card/PIN combination, then a SIP2 /API look-up
confirms the Library Card number or Library Card/PIN combination are valid, then returns and
prefills user information required for registration. Only information as configured for registration
is prefilled in this process. No other ILS information is stored during registration.

To enable ILS authentication, please provide Counting Opinions at
support@countingopinions.com with the SIP2 or other APl connection
details (e.g. Patron API), including:
ILS server IP address
Port
Library Card number (AA) and PIN (AD) for testing
Other information required for server authentication,
o Login userid (CN)
o Login password (CO)
o Location code (CP)
Note: In brackets (XX), these codes refer to those used in the SIP2 protocol.

2.4.4.1.1 Library Card Only Authentication

If Library Card only is required for authentication, then select the Reg checkbox to enable
“Library Card” for Registration. The Registrant will be prompted to provide their Library Card for
authentication during the account creation process. The Registrant will not have to provide their
PIN number.

2.4.4.1.2 Library Card and PIN Authentication

If Library Card and PIN is required for authentication, then select the Reg checkbox to enable
both “Library Card” and PIN for Registration. The Registrant will be prompted to provide their
Library Card and PIN for authentication during the account creation process.

2.4.4.2 Account Creation

At the time of Registration a user account is created for the Registrant as well as for the
Participant(s) that is(are) registered by the Registrant. This workflow allows the Registrant to
create an account for him/herself, to include him/herself as a participant, and/or, if multiple-
participant registration is enabled, to register others as participants. Subsequently the
Registrant has authority to view, add, and manage information and activities on behalf of each
of the participants. Participants have the authority to view, and manage only their own
information and activities.
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User account options apply to all users -- Registrants and Participants.

2.4.4.3 Account Registration and Login Options

Thought must be given to how users will be authenticated (or not) at the time of Registration
and what credentials users will need to provide and subsequently need to Login to view, add,
and manage their information and activities.

The Registration (Reg) and Login options are not mutually exclusive. Login options are
dependent on the Registration (Reg) options enabled. For example, if username and password
is desired for Login, then during Registration, a username and password must be provided at

the time of Registration for the Registrant and Participant(s) and thus username and password
need to be enabled under Reg in the Authentication tab as well as for Login.

The following details the Registration and Login options and their function.

Q Library Card
O PIN

Library Card /PIN provides a means for Registrant authentication when an ILS
connection has been enabled

Enable Reg for Authentication of users at the time of Registration (Reg)

Enable Login for future account Login

If an ILS connection is not configured, Library Card/PIN can be stored and used for
Login if enabled for both Reg and Login.

Library Card alone can be used for Reg and Login

PIN alone is not a valid requirement for authentication for Registration or Login.

Username
Password

If Username/Password are enabled for Registration (Reg), then Username/Password
form fields will be included in the Reg form for Registrant and Participant(s)

If Username/Password are enabled for Reg, Username/Password can be enabled for
Login

Usernames must be unique

Username alone can be used for Reg and Login

Password alone is not a valid requirement for Reg and Login

Min and Max Length fields determine the acceptable number of characters for the
Username or Password. The Min length should not be set less than 3.

Email addresses are often used for Usernames since they are inherently unique.
Consider this when setting the Max number of characters allowed for the Username.
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O Auto members
4 Pre-assigned members

Members are membership numbers that are specific to Participant registration and login
If Auto or Pre-assigned members is enabled for Reg, an input field will be added for Pre-
assigned member numbers to be input for the Participant
o The Pre-assigned membership number is checked to have been unused within
the valid range of numbers determined by the Min and Max number range

e Membership humbers can be automatically (Auto) assigned at Registration or Pre-
assigned prior to Registration

e |f Auto members is enabled for Reg, an available number within the Min and Max
number range will be automatically allocated to the Registrant and Participant

e If Auto members is enabled for Reg, then Auto members can be enabled for Login. The
unique number assigned to the Registrant and Participant can be used for Login.

e |f Pre-assigned members is enabled for Reg, then Pre-assigned member numbers can
be enabled for Login. Only Registrants and Participants that have had their pre-assigned
member number assigned to their account during registration can use this number for
Login.

2.4.4.4 Account Login
There are 5 options for Activity Tracking User Authentication (Login), and can be combined in
any combination.

1. Library Card

2. Library Card and PIN

3. Username

4. Username and password

5. Membership Number (Auto and/or Pre-assigned)

One of these five options (or any combination of these 5 options) must be configured for Login
to the Reading Club Activity Tracker.

When enabled, the Registration form will automatically include input fields required for the
selected option. For example, if option #4 is enabled, the registrant will have to provide a
unique username and password for himself/herself and the participant(s).

If options 5 is wanted for Login then the Members number ranges (Auto and/or Pre-assigned)
must be configured and the Membership Number option must be enabled for the participant,
Registration Tab >> Participant Tab. If the Membership number option is not enabled for
Participant Registration, then this option for activity authentication is dismissed even if auto
and/or pre-assigned Members numbers are enabled. See Participant Registration for more
details.
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2.4.4.4.1 Activity Tracker Login Mock-up: Option 2 and Option 3&5
Option 2 : Username and Password

u Your Reading Club ”

Activity Tracker
% ’ Username | ]

Password | e I

[ Logn | |

Option 345: Username or Membership Number

| Your Reading Club ]‘

% Activity Tracker
i P e
i

2.4.5 Registration
Registration defines the authentication and information requirements and process for becoming
a registered participant of the Reading Club(s) offered by the Library.

Registration Workflow

Registrant is a
Participant
Authentication
Register with Registrant Details Add Scif as
Authentication Custom Questions Participont and
Library ﬁ Own Participant
Card/PIN Details
Contoct, o
b e Permissions, Regis on
Registration = E,mhrﬂ
Regist
w?’:u: Add Other
Authentication Pﬁlams)
Detoils

No Authentication
Participant Details

The Registration Tab is where the Registration requirements and options are set for the reading
club. The Registration process guides registrants to select club options and provide required
and/or optional information. Information captured at the time of registration may be useful for
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review, comparison and analysis of participation and activity, including information such as,
zip/postal code, city, county, and/or other custom information requests.

It is opportune at the time of registration to learn how the registrant learned of and decided to
register for the program. Marketing feedback questions for the reading club may be offered
and/or custom questions can be configured/added. As well, the opt-in question and options can
be presented that ask the registrant for permission to use their email, to participate in club
evaluations, and to identify prize winners.

The configuration of the Registration form has four parts:

Registrant - details and opt-in questions for the Registrant
Registrant-Custom - custom question(s) for the Registrant

Participant - details, membership number, and options for the Participant
Participant-Custom - custom question(s) for the Participant

Thanks - Thanks message posted after Registration is complete

aprwpdeE

AEImAry Periculs Lirisups Anlbenldicalior {  Aclivilies Arhisvemanl s LTE B8 % howils lem e Slyle Ll Canlacls

i Hegisirand-Cusism Parficipant Participani-Csinm hamks Registration sub-tabs for cnnﬁgumﬂon of the
Tt Registration process pertaining to these parts.
Lodked Ersilibed Roquiiid Pooleted Wamaswe — Fiod i Hhoel R (Repais) Tyad Mask Uplods

Ll + Ay nami Cagemanr 4ar e LR LS LN

- - reyg ghaaci

2.4.5.1 Registrant

Registration configuration for the Registrant determines the information captured about the
registrant. Since the registration process can be configured for registration of one or more
participants by one registrant, the registrant is the point of contact for all participant(s).

Form elements can be enabled/disabled and set to required (or not). The “Default” is
preconfigured as shown.
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- bupl _| Erglsrant-Cusiom Participan Paricipanc-Cusiom ham

Rugjiniran] Twbaily

Enable and/or require Registrant details
fo be provided by the registrant.

Lodeed Erabies Aezured Protecded Varam

& . - rmar hame Eapivrans TRET
+ # TRpabin| ey Foee | Feee (L
g stem2 facardany PFhaw From i is
- rep ol Erandl Fes [
- reg =oatad Ip Pzat Code izxi
s - -
Locked fields can not be altered/edited by
reg g P [— L lower level libraries and cutlets if RCApp
Y B . T et Laearine F— configuration is allowed af these lower levels,
[T ProaTqd
. - Registration supports the registration of
"I rep quevacm Mk of “artiaparis _— multiple participart. Enable this question to
i @ aan R Fop—— T — turn on multiple participant registration.
-+ L L Fanduk Mhave vz T palpaka srALn roy sl wledd 24 Uglmny
Wahe Tetgd
f You
" LE
Qpr in Quesslans
I o Frabiss Rsgtines Protscrsd Wamarne Froarqr Sk Mvra |Rapama) Tine [y iz
+ o el e &y wdecring thes Mod reas Fremiguges ol B Dpinae
[
1 EeraTEn cais sk e oy anesll L] C : B :
: e Protected, when "on®, prevents under ary circumstance information
5 abuc i ruae: o paiepat wi o eccw | coptured for the selected field from being sent back to the
: RRATE A Febret 31 et [TTRIRA T ) ity . X L .o
- = browser, including RC Admin views, Batch Admin views ond Reports.
= This information is stered, but can not be viewed.
wr|_poni Tau Lizrary my pubs ih i Fublu® w -n}-—
PrE e Tap Lineney rsy shses rhe Senee sdTH ool rasckhii Bar {lgtknas
emall e T=e Lizrary may imdiz me Tz ke eedlurs erechbax E Oolmny
Markedng Jueszlon
| o] Frahies Regtined Proiscred Wamame Frowrgr Shiv= Movra |Repamal Tyse Rl iz
] - F Frvd_peagens et £ el Fatar shoer o EETapan smaieran sl Bar {lgtknas
ETTC Pl
1 SiTacns frorn e o Eaxrams arhisel, war ackel prog T, o canea
2 Tod by a frierd, & rdpareti
H Heasd wbgul Lul e pabdas ey
: Ty, it fungus, Rarie adenminaraer

Sz al macly
Head ebast L anzther vy

]

Opf-in questiens confirm the Registrant’s willingness o allow use of their email,
personal infarmation, and participation in other Reading {lub reloted activities.

2.4.5.1.1 Registrant Details

For each of the form elements the data type cannot be changed. Field masks can be applied
that show the format in which the information should be provided. For example, telephone fields
could have (XXX) XXX-XXXX or (XXX) XXX-XXXX? XXXXX. The latter mask allows for the
optional (?) inclusion of an extension.

Set Options enables the selection of option lists for select option questions. Options can be
created, reviewed, updated and/or deleted through the Options Admin interface. See Set
Options for more information and instructions.

2.4.5.1.1.1 Number of Participants

The RCApp supports the registration of multiple participant by one registrant. Enabling
“Number of participants” turns on this feature. In the registration form, the Registrant has the
options to select the “Add Participant” button or select “All Done”. The Registrant can continue
to add participants until they have added all participants, or they can return to the Registration
form and add additional participants at a later time.

For the Confidential and Exclusive use of Counting Opinions Subscribers

20 of 49



Participant Mame "~ DOE, John Junior
Participant Date of Birth®  >557.07
Participant Gender™ ,

Have you ever participated in the
club before?® Y

Username” Boy07

Registronts can add as many
participonts as needed by selecting
"+ Add another participant”. When

All done! | + Add another participant all participants have been added they
simply select “All Done!,

Password” Boy07

2.4.5.1.2 Opt-in Questions

Two sets of opt-in question with options are included for configuration. Please select only one
of these two sets of opt-in questions with options. The difference is the layout of the
guestions in the Registration form. The first set is laid-out as a multi-select question with
guestion and option drop-down list. The question prompts the Registrant to make their
selections from the drop down list of multiple options, as shown.

By selecting the following, | agree
that the Library may.. EFSS48Y .

«Check all *Uncheck all x ]

Az a convenience, these select
options are pre-selected, Mote:
in some jurisdictions these
options should not be pre-
selected. If this is the case in
Eﬁfi:‘ﬁﬁlﬁ;ﬂféfiﬂﬂf # share the name of participants with local school

and format is a better choice.

| ¥l communicate with me by email

# post the name of prize winners

[ .

The second set of questions are configured as a separate question with vertical list of multiple
options to select from, as shown.
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By selecting the following, | agree
that the Library may

communicate with me by email Opt-in question with options listed
) ) as a vertical list helping the
post the name of prize winners respondent to effectively make
their choices,

share the name of participants with
local school

Agree

The question and question options can be “tailored” and/or new opt-in options can be added.
The question asks registrant permission to use their email for communication, to publish the
name of winners, participate in the evaluation of the reading club, and to share information with
the select school(s).

For the opt-in question and options, please contact support@countingopinions.com if you
require a new/custom opt-in option not currently provided.

2.4.5.1.3 Registrant Protected Fields

Protected fields are fields of information that are captured at the time of registration, but this
information is never returned to the browser at any time or under any circumstances, including
RC Admin views and reporting. For example, if the email address field is protected this
information will not be provided back to the library, however this information can be used in the
RC Admin features that enable communication via email (if email communications has been
agreed to by the Registrant at the time of registration).
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2.4.5.1.4 Sample Registrant Form View

» Authentication

~ Contact Details 1

Registrant Name™  pog, JOHN If available, information
retrieved from the Library
) g Card look-up or Virtual

Primary Phone”  (905) 427-9632 Account Registration is

prefilled in the RC

S Registration form,

Email
Postal/Zip

Language |-- SELECT -- v
Branch Location®  -.- SELECT --- .

Have you ever joined the club

before?* SELECT --- v

By selecting the following, | agree
that the Library may..
communicate with me by email
post the name of prize winners |

share the name of participants with
local school

| Aaree

2.4.5.2 Registrant- Custom
If any custom questions are required as part of the Registration process, these can be added
here. Registrant custom questions pertain to the Registrant.

To add questions, select the “Add Questions” button. This will insert a new question row. New
guestions are enabled automatically, but can be disabled if needed. New custom questions will
appear automatically in the Registrant section of the Registration form and will proceed all other
existing questions. The sequence of appearance can be changed among the custom questions
that have been added, but these question cannot be inserted higher in the series of standard
Registrant questions.
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Select an appropriate question type for the new custom question. If you choose a select option
type (select list, radio, multi-select, checkbox) you will have email
support@countingopinions.com to add the custom list.

2.4.5.3 Participant

Registration configuration for the Participant determines the information captured about the
participant, including Date of Birth, Gender and/or Grade that enable the classification of
participants in groups (as per the Groups configured for the selected Reading Club - see
Groups), and the option to include Membership Numbers for participants (automatic and/or pre-
assigned membership numbers defined and enabled in the “Authentication tab”).

Registrant Registrant-Custom 887§ 4 Participan

Enable and/or require Registrant details
1o be provided by the registrant,

Participant Details

Locked Enabled Requinsd Protected Vag Options
| o ] part_rame Pastizipant Hame Partacipant fExt
| o o part_dab Participant Date of Barth Barth diate daze -MM-00
¥ | Participant C
| o part_gender ariscipant Cender arder select Set Optiona

lower level libraries and outlets if REApp
configuration is allowed ot these lower levels,

—" | scked fields can not be altered/edited by }
UEIIDH

o part_grade
Valus Prompt
FRE Pre-Zchaol
JK JK
K K
1 ]
2 o
1 [+
4 [T
] o5
& [
T o
B L Protected, when “on”, prevents under any circumstance infermation
] o captured for the selected field from being sent back to the browser,
L L including RC Admin views, Batch Admin, and Report views. This
1 1 information is stored, but can not be viewed,
12

[ W &l [ Parnicipant School Schocl et
o - ri_club Harwn you sver parmicipate Proveous partecips sekect 5ot Cptins
pa ¥ particip partcip p
Valus Prompt
Y ¥ -
M u: If Membership Mumber are to be used far
participant registration and subsequent activity
Mem bership Numbers lagin, this option should be enabled,
Lacked Enabled Reqguined Probected Vasnams Prompl Shart Madne [Rep
[ ) badge_id Mzrmger = Frompt Mzmberzhic tet
L ane

2.4.5.3.1 Participant Details

The Default configuration has multi-participant registration enabled. If there is a requirement for
all Reading Club participants to register individually, e.g., all must register with their own valid
Library Card and PIN combination, simply Disable (uncheck Enabled) the “Number of
Participants” question.
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The capture of participant details in the registration process identifies the profile of the
participant and the attributes for participant classification in groups (if groups are configured for
the reading club). For school aged reading clubs if participant school and grade is captured it is
possible to partner with the local schools to get participant academic scores to compare before
and after results of their participation in the reading club to study if there is a correlation of
reading club participation with academic performance.

Participant information can be used in the segmentation and review of participant activities in
the reports.

2.4.5.3.2 Membership Numbers

If needed the RCApp offers Auto generation and/or the capture of Pre-assigned membership
numbers (as defined in the Authentication tab). These numbers are unique, non-personal
identification numbers for Registrants and Participants and are used for Activity Tracker login
authentication. The following outlines how the Membership Numbers settings for
Registrant/Participant Registration and Authentication function and are supported (green) or not
supported/recommended (red).

Configuration Forms
Authentication Registration=>Partidpant Membership Number Field
Login with Activity Login
Auto Pre-assigned | Membership Membership Number Participant Registration Form Dialog
number
Enabled Enabled Enabled Enabled Required Status Value Status
No No No Yes Mo Not Supported N/A Not Supported
MNo Mo No Yes Yes Not Supported N/A Not Supported
No No Yes MNo - Mot Shown N/A Shown
Mo No No No - Mot Shown N/A Not Shown
Yes No No Yes Mo Shown Auto Not Shown
Yes No Yes Yes Yes Shown Auto Shown
MNo Yes No Yes Mo Shown Input Mot Shown
No Yes Nao Yes Yes Shown Input Required Not Shown
No Yes Yes Yes Yes Shown Input Required Shown
Yes Yes No Yes Mo Shown Auto or Input Not Shown
Yes Yes No Yes Yes Shown Input Required Mot Shown
Yes Yes Yes Yes Yes Shown Input Required Shown

Note: Enabling Membership Number for Activity Tracker login authentication is not as robust as
having username and password only enabled for authentication. Since Membership Numbers are
generated or assigned within a range of numbers, it is possible that a participant could make an
error and enter another participant number or exploit the consecutive pattern of these numbers.

If the Library has Pre-assign Membership Numbers of some sort for its participants, enable the

Membership number option and set the option to “Required”. This means that the Library has or
will distribute membership humbers to each participant prior to registration and this number will
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need to be input at the time of participant registration. The Pre-assigned membership number
range must also be set in the “Authentication” tab.

The distribution of pre-assigned membership numbers can give the Library some additional
insight with regards to participation. For example, if sub-ranges of the pre-assigned
membership number range are given out at specific events or places, a participant that registers
using a membership number from one of these sub-ranges indicates likeliness that they
obtained the number at that specific event or place.

Note: The prompt for “Pre-assigned” membership number can be changed to reflect any name
used by the Library for their unique participant numbering system (e.g., Participant ID, Badge ID,
Club Card, etc.)

When membership number is enabled (auto and/or pre-assigned), the range for valid Member
Numbers must be configured. The system will generate and/or it will require a unique
membership number within the range of values.

Important Note: Membership number ranges must never overlap. Auto generated and pre-
assigned number ranges need to be mutually exclusive of one another for the reading club and/or
between any other reading club configured by the Library in the RCApp.

To set the membership number range, on the “Authentication” tab change the start and max
limits for the Member Number.

2.4.5.3.3 Participant Protected Fields

Participant protected fields are fields of information that are captured at the time participants are
registered, but this information is not returned to the browser at any time or under any
circumstances, including RC Admin views and reporting.

2.4.5.4 Custom

At the time of registration this is an opportune moment to learn about previous participation
and/or the effectiveness of marketing channels to promote the reading club. A set of “custom”
guestions have been suggested and can be customized and/or enabled/disabled as needed. In
the Default these questions are enabled.

Note: A custom question builder will be added shortly. Please advise if you have a requirement for
a new question and options to be added. Counting Opinions support team will assist you,
support@countingopinions.com.

2.4.5.5 Thanks
On submission of the registration form a custom “Thank you message” can be presented to the
Registrant. To customize this message, update the “Default” message.
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2.4.6 Setting Options

Set Options enables the creation, review, update and removal of options related to a select list
form question, e.g., Gender: Boy; Girl. Please email support@countingopinions.com if you
would like any updates or additions.

2.4.7 Activities

Activity Tracking defines the activities and measures that are tracked for progress, goals and
achievements for the Reading Club.

Activity Tracking Workflow

Start Activity
Trocking

Login with

Track
Review
Manage

Update Settings:
themes, avatars,
reading goals

Add New
Activity

Username
Password or
Membership #

Authentication

an

<

View Previous

Logged
Activity

View and/or
et Bodges

Review Personal
and/er Group
Progress

Mezzages
Encourgements

Activity Tracking
End

The Activities Tab includes the configuration options for tracking activities, goal and option
settings, and managing messages of encouragement. As shown, these options are presented
in three Tabs: Track, Profile, Messages.
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Summary Periods Cromps Authentication Regisiration Achievements Books Schools mages Siyle Emal Contacis

option
Luched Evubibed Pezmpt Book title related to the activities
Bouk 11 recarded by the participant

Prampl '
Frar Doz Participants can recerd their total
P activities for o date range.
4

Activities Trackes
Luchid Esubibed Boguicd I'rzipl

AcTiviny Diares

~

Activities to be tracked are
enabled in the configuratar,
Prempts can be localized and the
“COrther” aption con be customized
for any activity to be tracked.

LA T T

ffffff

/

2.4.7.1 Track

The activities to be tracked, date range and option to track book titles are configured in the
Track Tab. Activity measures can be set as required to ensure data is input by the participant.
As well, options can be locked so that lower level libraries or outlets can not alter the settings of
these activity tracking options.

2.4.7.1.1 Book Title

If “Book Title” is enabled, the participant can search and select book titles listed by Goodreads.
The participant should report their activity related to each book title separately. As a
convenience, when Book title is selected the Books Read count is automatically set to 1 and
page number automatically fills with the page count as provided by the Goodreads API and the
book title/version selected.

The Book Title field has a profanity filter to check for the use of profane words in searches and
will not return any book titles that contain these words. Similarly the input and submission of
book titles that contain profane words is not permitted by the RC App.

2.4.7.1.2 Activity Dates
Enabled by default, participants can record their total activities for a date range that they
choose. The date range options can not be disabled.

2.4.7.1.3 Activities Tracked
Enabled activity measures are presented in the Activity Tracker and subsequently self-reported
by the participant.

2.4.7.2 Profile
The Activity>>Profile options relate to the participant: their goals and options.
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Track F q Messages

Coals
Enabled Prompt
L4 Books Goal
{ 4 " g = =
Y. Pages Goal Goals provide the opportunity
- Minutes Goal for the participant to set their
personal reading goals.
Ld Review Goal

P

Other Goal

Participant Options

Enabled Prompt
v Theme When enabled, participants can select from the
available Themes offered for the Reading Club
T or Group as configured.

2.4.7.2.1 Goals

Participants can set their own personal goals relative to the activities tracked. Enabling the
Goal relative to the activity tracked will enable the goal questions in the activity tracker for the
participant to set their personal goals.

Note: The Activities Tracked and Goals fields are essentially pairs. If an Activities Tracked field
iprompt is updated/customized, then its pair in Goals should be updated/customized to match and
vice versa.

2.4.7.2.2 Participant Options

In the Activity Tracker the participant experience can be personalized by selection of an Avatar
or Theme. As a consideration before these options are enabled, Avatar image files need to be
added (see Images) and/or Themes need to configured and saved (see Style).

2.4.7.3 Messages

On submission of activities tracked one or more randomly displayed messages can be added to
the configuration. The message(s) can express words of thanks and/or encouragement for the
participants. One Default message is configured.

2.4.8 Achievements

The achievements Tab is where the library can create achievement milestones for participants
in the reading club. The conditions for the achievement can be based on attaining or surpassing
one-time, recurring and/or repeating reading targets, or for registration or logging activities
and/or participation in events.
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The Achievement Tab is separated into five Tabs: Badges, Certificates, Loot, Goals, Contests.

Reading Clubs: | 1000 Bucks Selus Kindwgsilen v | Add Club  Pericds: Jan - Ow: 3013 ¥
Sumimary Farinids Girnaiprs Aunlssnricaring Ragisiration Activities L Ach 1 -‘ esnks S el [LET e S1yha Fimail Caniacts
- - —"Ir There are 5 types of Achievements:
Eadges Certficares Loot Coals ConTests Ir
Badges, Certificates, Loot, Goals,
i e e Cantests. Select the typeof
Achievement by tab, then configure
Dascrigiton the conditions for the achievement to
£ be owarded,
Massage
:
Ceciar ® Gece O Muliiph
Upur regisbration
Om date
Aghisvamant Code
Achievement Conditions
Books Bead
Fages Raad Admin Only option, when selected,
e does not trigger the achievement to

appear on the activity tracker, but

rather tollies those ochievements in

the background and they are available
# prubled | Admn Url ‘\.m filters through the Batch Admin,

Arkd Falers

Hnik Heviews

Achievements are configured in each tab depending on the type of achievement that is to be
awarded based on the activities of the participant.

Reading Clubs: | 1002 Rucks Belnm Kindsnpaien v | Add Club  Periods: Jan-Oe: 2005 r

Suminary Parinde Girsups Anlbsanticanion Bpgisirarion Activities [T .4 Ranks Sehisals Images sryle Fmai T PR
F q Certlflcares Lot Coals ConTesTs

Achlevement Mame Mame and describe the achievement for
- reference.
DR FipIEi s
Massags
Select the badge to be awarded when the achievement
fadge e ¥ conditien{s) is{are) met{er surpassed). Bodges are set-up in
the Images falder inside the Badge tab.
2oour B Crea Muliigls
Upon ragiscracion
an dats Set options if the achievement should eceur once an a
Achlevement Code specified date (e, End of program date or with the
provision of an Achievement code), or multiple times (eg., 2
Achimuamant Condifions or more times or scheduled to ccour on a weekly basis),
Rasinke & Raad
Fagos Read
S Define the condition(s) that must be met
S (or surpassed) for the achievement.

L_E‘“'-'-'*’ : Achievements can be disabled at any time if the achievement
2l == should net aceur any longer.

2.4.8.1 Badges

Badges are distinctive images that represent an achievement realized by the participant.

Badges are awarded automatically based on the timing and conditions of the achievement and
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are displayed in the “Achievements” panel of the Activity tracker. Badges can occur once or
multiple times depending on the achievement settings. If a Badge can be received more than
once, then a counter next to the Badge will show the participant how many times they have
achieved the same Badge, as shown.

If you have an achievement code, enter it here:

Cel Achievemsnt

Your Achievements

-
@ 4 The participant has received the
“I love books” badge 5 times,

In the case of events, participants must be given an achievement code to confirm their
participation at the event. This code can be input online to collect the award (e.g., badge or
certificate images).

2.4.8.2 Certificates
The RCApp supports the awarding of electronic Certificates (PDF documents).

Certificates templates are considered images and are uploaded to the RC App via the
Images>>Certificates Tab.

Certificates may be generic in design or it is possible to merge fields in the PDF document to
dynamically add Participant information into the PDF when downloaded by the Participant. The
PDF content can be created using PDF editor and form fields can be added to the certificate
using the form features of the software (e.g. Adobe Acrobat Pro).
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Achievement Name

Description

Message

Certificate

Upon registration

On date

Achievement Code

Achievement Conditions
Books Read

Pages Read
Minutes Read

Book Roviews

Goals COoniests

Cemificame - Upon Reading 20 Scoks

Congranlaton vow are a cerofied 30 book reader.

Cerficae Exanpbe * Certificnted ore selected from these
that Fewve been uploaded in the
ImaogesCertificnted Tob.

Lertificates are aworded
autematically whes the

20 achievement conditions
ere fufilled,

0

# Esabdcd Adrsin Onky

Updaze | | Delece |

2.4.8.2.1 Sample certificate with dynamic form field
Using a PDF creator software like Adobe Acrobat Pro, it is possible to design PDF certificates
that include dynamic form fields where information is merged automatically from the RCApp into

the Certificate.

S Super Shir Rzindis Cerfionepdl - Eedobe Aobal Pro [ESARC ==
Fle B Vew Windom Hep =
Do B DO IS $OF ° o | &

J“ m{'n' = (4 | mas [~ |Ij ﬂ Tooks __Fill & 5ign | Comment

Thm file ircluzes ilah e form el de.

of Grmteh oo,

avmarwnsladone,
Fou arw a e Hanr Ceasder

avarded B

-E] o Lan prinl G Lo phood fom asad sl Lo yoa
TEACE

super Slar s

Feep readin: and your advenimre will Contime | desnlioded by the Fortic
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The following is a list of form fields and the corresponding placeholder to be inserted in the PDF

document for merging.
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2.4.8.2.1.1 List of Form Field Placeholders

Prompt Placeholder
Participant Name part_name
Username username
Date of Birth part_dob
Gender part_gender
School Name part_school
Grade part_grade
Library ORGNAME
Location LOCATION
Reading Club rc_name
Achievement Name achv_name

Achievement Message

achv_message

Books Read

books_read

Pages Read

pages_read

Minutes Read

minutes_read

(Number of ) Book Reviews

book_reviews

Form fields added to the PDF require the name of the form field to be given the placeholder

name for merging, as shown.

ﬁ Super Star Reader Certificate.pdf - Adobe Acrobat Pro =Ry X
File Edit View Window Help *
= Roae- |V EA S | DY Qe @& @ ON

) [ [© ® [ []| = [0 ] e
2 3 4 5 ] 7 & £l 10

Forms Close Form Editing

TN

super Star

Congratulaticns.
Ycu are a suner Star Reader

=]

it TP e
1,0, 1,1

Aavarded tc:

I nat_name| |

-

Keep reading and your adventure will continue

i i i

~ Tasks

-

Bl Add New Field

Edit Fields

@ Distribute

E Other Tasks

EchoSign

m

Convert to EcheSign Form

Fields

Sort By ~

Tab Order «

=] d Pagel
il part_name

~
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Using Adobe Acrobat Pro, for example, the form field added to the document has been given

the name “part_name”. This name can be applied on “Add New Field” or using “Edit Fields” and
double-clicking the left mouse button (PC) or by with a right mouse click and selecting
properties, as shown. Properties enables changes to the format of the form field to be made as

well.

) Super Sior Reader Certate.pd! - Adcbe Acmbat Pro - [P
Fle Edit View Wincow Help *
Copn oo MBS F| @ e 6o E 8 @ 00

1|2 .hl - a:.-:r':.|v |'“' Ei| [r—

Forms | 4R Clise Fam Feiling

1 n ]
Bename Fisld..

R
-

Fis

bo Echokign boem

Tek Crder =

praperties ta edit the form fizld nome and

0 c
3 Gt o= Meguired Field
Bl A Flew Fisitd i
'
] Cud ChlsX  F
4 Super Star | 3 we b
3 “ Delete
1 Comenalulalives. —t Cirs &
3 W AFE A SBET STAr Eender §
k Align. Tistribute o Tenter v
1 St Fichds to Same Sme ’
E Croate Mubpde Copies. .
R S Tab Mumbers
E Dupiicate Across Fages,
X e Gl cutey e
E ded -
A " Lise Currenk Froperties as Mew Defauks
7] 1
- Feap reading and vour adveniure will commands far the form fleld Select
3 formats

Right mouse click o open the menms of reloted J

In the Text Field Properties dialog, set the Name of the field to the placeholder value for
merging. Then in the format tab, set the format of the text for printing.
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Save the PDF and then upload the final template through the Images>>Certificates tab, as
shown.

2.4.8.2.1.2 Upload Certificate
[ Select the Reading Club Eﬂecf the Perisd

. e . -
Reading Clubs: A TEST CLUB-BETA +| AddClub Periods: [2015 T2st Period v
Summary Portal Periods Groups Authentication Registration Activities Achievements
Avatars Badges Other
Name 5 Star Read Maome and Describe
uper St meater the Certificate
Description Super Star Reader certiciate awarded to Participants
{PDF) Upload Choose Fie | Super Star Rea. . ertificate. pdf Select “Choose File” to browse
your local file directory for the
decument to be uploaded.
Mams Desc URL
Markham Exampla Fizz Boom Read -22- 20606.pdf
YCPAcarn Cert test

Select Add, to
complete the uplaad,

Select the URL to
wigw the uplsaded
document.

2.4.8.3 Goals
Goals are the reading targets set by the Library for the Club or Club Group. Goals provide

participants a common threshold for attainment. In the Activity Tracker progress toward these
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Goals are displayed in the Progress panel in the “Club Goal” tab. Goals can be set in the
achievement conditions for one, some or all reading activities.

Goals can be set for the entire club if the Groups do not have any specific achievements
selected. If achievements are selected at the Group level when a Goal is added and this Goal
applies to one, some or all Groups, then the Goal must be selected at the Group level to apply
to each Group as the other achievements have been selected. But care should also be taken to
set Goals that apply either to the entire club or as appropriate for each group. If goals are to
apply at the Group level the user should be careful not to allow more than one Goal per reading
activity, otherwise the Activity Progress Panel will show all Goals that are enabled for the Club if
not restricted for each group.

Radges Certificates Lot | | CoOntests
il Fea 50 s - Lo Mame and describe the Goal,
for reference and selection at
Description Group level as needed.

Read 30 Books - Goal

On screen message presented
te the participant wihen they
enter activity that meets ar
surpasses the qoal threshold,

Message

Achievement Conditions

Set the conditions for the &oal, the

Books Read ]

" i threshold, for the participant fo reach.
Pages Read v Progress to these Geals are shown in the
Minuies Resd 0 Progress ponel of the Activity Tracker .

Book Reviews [}

| Enabied
Up=ats Dsisa

Harrs Osscrphion Wsssans Esois Hesd  Pages Resd  Mredss Sead  Bosi Recwsan Erabled
Read 30 Books - Goa Hzad 30 ook - Goa L] ] 1 ] 1

Selected goals apply to the Group similar to other Achievements, as shown.
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Groups: |[BO-5 | Add Group

Summary [— chievemne ..._| Books Schools Avatars Style
Enabled Hame Books Read Pages Read Minutes Read Book Reviews Code  Recurring Badge
L Read 5 Books 5 ] 0 1
4 VWeekly Book Reading Contest 0 500 0 1
Read 20 books 20 o 0 ]
L Vieekly Prize for ages 0-6 T o 0 o o
Vieekly Prize for ages 6-B T o 0 1} o
Cerificate Test 5 ] 0 1] ]
| lowe reading ] o 0 ] LOVEIT O
Star Reader ] o 0 1 5TAR D
i Eureka Reading Goal 50 ] 0 0 ]
Reading Contest 30 2000 800 ] ]
ieekly Prize for ages 5-12 T a 0 ] o

| Update

Select achievements to apply at group level. If not selections are made, then all
achievements apply to the group. Care should be taken not to of fer achievements that do not
apply to a Group. Also if one or more Achievements have already been selected at the Group
level, then MEW achievements that apply to the group must also be selected to apply. If not
selected the MEW achievement will seem not to work for the desired group.

2.4.8.4 Contests

Contests are special achievements in that they give participants entries, one or more, to be
selected as a winner of the contest. But, there is no guarantee of being a selected winner of the
contest and subsequently receiving the “prize” associated with the contest.

Contests do not allow for backdating of activity for periods that have already transpired. So, for
example, if contest entries can be earned on a weekly repeating schedule, then only activity
input that applies to the current “active” week would be included determining if one or more
contest entries should be given to the participant.

Contest Winners are selected from the pool of contest entries that have been accumulated by
all participants. Contest winner selection are made through the Batch Admin interface.

2.4.8.5 Achievement Options

2.4.8.5.1 Occur Once

Achievements that occur once are assessed one-time based on the fulfillment of the set criteria.
Once the achievement criteria is fulfilled, the achievement will not be assessed or awarded
again for the same participant.
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Achievements that occur once are awarded on fulfillment
of all set criteria, such as date, upon registration, input
of achievement code or any combination of activity
thresholds (e.g., 10 books, 1000 pages).

Occur 2@ Once '_' Multiple

Upon registration

On date

Achievement Code

Achievement Conditions

Books Read
Pages Read
Minutes Read

Book Reviews

2.4.8.5.1.1 Occur Once Criteria
Upon Registration - The achievement is awarded to the participant at the time of registration.
No other criteria should be set in combination with this setting.

On date - The achievement is awarded to the participant on a specific date. This achievement
can recognize certain milestones for the Reading Club (e.g., on July 1st. Congratulations you
completed another month of Reading. Are you ready for another exciting month of fun and
prizes? Keep recording your activity and unlock the many surprises.)

The “on date” criteria can also be combined with other criteria, such as by “Books Read”
threshold (e.g., if on June 30th, YYYY participants have read 10 books they will be awarded this
achievement). All activity added up to and on this date is applied cummulatively to assess the
participant(s) have met/surpassed the achievement condition(s). Activity added after this date is
not included in the calculation of eligibility.

Achievement Code - These codes must be unique for each situation/event that these codes
relate to. For example, if a participant attended a Group Reading event and they are given an
achievement code (e.g., MYSTERY) at that event, the input of this code will grant them the
achievement in their activity log (e.g., Mystery Group Badge). This code can only be input once
by any one patrticipant (or through the Batch Admin interface).
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2.4.8.5.2 Occur Multiple

The Multiple option determines that an achievement can occur more than once. For example
daily, weekly or monthly achievements can be created with the Multiple option. To be eligible
for the prize the activity submitted by the participant must have been completed within the active
period, e.g., today (June 1), this week (Monday, June 2nd to Sunday, June 8th), this month
(June 1 to June 30th). Or, an “End after number” can be set to determine after what number of
occurrences an achievement will no longer be awarded

2.4.8.5.2.1 Schedule

To schedule a repeating achievement period, select the “Schedule” checkbox. This will open
the Repeating Setting dialog box. 1. Set the start date, 2. Set the frequency (Daily, Weekly or
Monthly), 3. Set Optional End Dates, and if Weekly or Monthly frequency selected, 4. Select
“Summary” to view a plain language summary of the settings and selections made. This
summary is then linked from the Achievement Settings dialog and can be revised as needed,
e.g., Summary: Repeat every 1 weeks on Sun, end on 2014-08-31.

Badges Certificates Loot Goals F e st _| Insert/Edit Event x
Achievement Name 60 Minutes Dsily - Co Start Date * 2014-06-01
T Recur every: *
Description
: dalrli v
50 Mimutes Dai

Message Options: *

%' No End Date
Emd after: times
Oceur End by this date
Schedule S
End after

Summary: Repeat every 1 da.\,'q. with no End Date

Achievement Condition Example Date:

Books Read

Biart Dade Doy

Pages Read

Select Schedule to set-up the ¥ Enabled
timing of repeating occurences l—
Update |

Hame Description Message Books Read Pages Read Mi {
60 Minutes &0 Minutes

Daily - Daily - i} o 1] .

Contest Contest Summary Save Close
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2.4.8.5.2.2 End after

Achievement can be earned on a recurring basis up to the “End after” number of occurrences.
End after enables the Achievement to occur again after each time the achievement condition is
reached up to the set number of intervals.

For example, if the Achievement threshold is Books Read=1 and the option to End after is set to
50 times, then the participant can earn up to 50 contest entries for each book read.

2.4.9 Books

For the creation of Book reading lists relating to the Reading Club or Group, the Books Tab
enables the search (Title, Author, ISBN) and selection of books to create the booklist(s). The
Book list assembled for the Reading Club becomes the master list for the groups. At the
Groups level, the master list in the default list or books from the Reading Club master list can be
selected specifically for each group.

To create a booklist. ..

1. Search and 2. select the book titles

search results will Begin te list and refine as you

Begin typing (Title, Authar, [SBM) and suggested
type and better matches are found

Slminary Faringds [HTET Authanrical Faticn Aptiniting Achisvemsnrs B8 LU Schookt (e Syl ail CoMacrs

n Currently Using Master List from Po

Harsmy Pamiees and ]

Select the Book Title that you want to add to
your booklist.

3. Confirm selections and Add to Book List, then 4. Save the book to the Book List.
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Currently Using Master List From Portal

Harrp Frimese :nrq '\fi Shom & Iy

e — — Confirm selection, then odd
to booklist, This will open the

"Book List" dinlog.

Hook: Lisi *

BcokMate:  Hamy Paticrensd 1 Sorcesa’s Hare iHamy Paticr, 8]

Harry Podier sod e Soroares's Sjones (Harry Pomar &4) | Dewe

Pusliceiion Year: 13T

Select save to complete the
fatren e “additien* of the Bosk to
the Reading Club book list. Save | Closa

Note: The Goodreads Book List API has a known issue that when searching for book titles that
have an “apostrophe s” (‘s) in the title, e.g., “Henry's Amazing Machine”, no results are returned. To
workaround this issue, remove the ‘s from the title.

2.4.10 Schools

A schools list can be customized for the Reading Club enabling the selection and self-
identification of the school that a participant attends. Participation and activity can be reviewed
and reported by school if this information is captured on registration.

If cooperating with local schools, this selection of school is necessary to share participant
information with the school and get student grades before and after participation in the reading
program to research if participation in the reading club may be a factor in student achievement.

To create a school list...
1. Add advanced filters to localize the search results within the local jurisdiction.

Summary Periods Groups Authentication Registration Aciivities Achievements Books BRSGLCERS  Imvages siyle Emeail Contacks

Currently Using Master List from Portal

Salect Lacatinns

A neey

Sden B

Advance search options enable
oy . lecalized filtering of School lists

spurced for the State/Province.
Isze

Prrdnes

Gobwsal Lessd

Traeis Fangs
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2. Search and/or select School names within the list.

Felect Locatons

u v Add to st Shicias st

[salact all
R40E21 - Youthdala Cantras Lid

Bd24E0-Dbservaton & Detention Cantra
E42735-Country Haven Acres

6439498 - Praject Dare Wendigo

545106- PSHS Pathwvay Program

45435 Hands Algonguin Family

545471 School of Successicas)
£45563-NNDSE Clasad Custody

\\

Select the “Select Locations” drop-
down. The full or filtered list of
schools will be shown. Search er select
the schools to be added to the Reading
Club school list, Scroll through the list

E4&571-Dsphrey wandign Treatmant

E4E754 . PSHS Day Treatment High School

if necessary.

A A Wnght Publc School

3. After schools have been selected, Add to list.

Summany Periods Growps Anthentication Reqistration Activities Achievements Books m Images Siyle Email

Currently Using Custom List

Comtacis

10 Marmbei S2800] Heme Sbool Tyge Oy Dedete
(28] Amrradals Pable Soma Puabibe Markhem K
A Ashio: Meadows Pabbc Schood Pubbc Murkhun x
WaTaz Mlack ‘Aalnrt Fubdlk: Schoal Puhbir Markhoam x
SER15 Bumsuod Mubiee Schoel abibc Mukhun x
ETHE Nur ik Sacandary Scheoal Puahiir. Moarkham x
GEISNE Bui b Secandory Swmier Soiosl Pralibe Wikl &
T Butioesdbe Pabie Schosl Pahbe  Markam| x| On select of “Add to List", selected schosls
L e LR hLo DT E are displayed in the Schools list. If a schoal
TS Cund Puble Schocl Pabb Minrkh : - - .
rrammes Tahie T i o= was selected by mistake, simply “Delete” it.
TN Ceaviral Fark Pubilic Schonl Pubilic Markham ®
(AL ER] LCulhdule Puble: Sclezal Pubibe Mukhen =
17354 Coappard Glan Fubils Schoal Puhbir. Noarkhoam x
123302 Lol 'Wilages Pl Sbage Mabbe Mukhun &
MG Mawid Seniki Puhbe. Sefno Puhiic Marknam x| .
—Select Locations H
wismar Fu ~nnl a | A 12 his | Sherw hisg

Add nes

After schools have been selected from the
available list of school, the “add o list"

\ | button will become “active”.

If you can't find a school in the "School List”,
"new” schools can be odded to the list.

v i carch Fllvers

4. If a school can not be found in the School list, then “Add new” school to your list.
Fill out the form and “Submit” to add new school to the school list.
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Add a new Location b

" Indicates required fields

School Name * [| ]

School Type* —--5Select--- v
School Level* --Select— ¥
Grade Range* —~-Salect-- N
City

Province*
Street

Postal/Zip Code

Submit Close

2.4.10.1 Homeschooled
If you require a “Homeschooled” option, add a “Homeschooled” location to your school list.

2.4.11 Images

The Images Tab enables images to be added for use in the Reading Club. The images added
for the Reading Club become the master list of images. An Images Tab is also found at the
group level where images can be selected from the master list of images for each specific
Group. If an image list is not selected from the Master List for a Group, then the full master list
of images for the Reading Club are available for that Group.

Images can be specified for use as Avatars, Badges or Other in the respective Image Tabs.

2.4.11.1 Avatars
Images added in the Avatar Tab comprise the list of Avatars that are offered for participant
selection at the time of registration and/or in the Activity Tracker interface.

To add an avatar image, name and describe the image, include the URL where the image is
hosted, provide the dimensions for the image and an alt text description for web accessibility.
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After adding an avatar image it is listed among the list of images. Images can be selected by
name and the name, description and details of the image can be updated, or the image can be
deleted from the list, as shown.

2.4.11.2 Badges
Images added in the Badges Tab comprise the list of Badges that are offered for participant
rewards in the Achievements Tab.

Adding a Badge image in the Badge Tab is the same process as described for Avatar images.
Similarly Badge name, description and detail can be updated by selecting the image by name,
or the image can be deleted from the list. Care must be taken when deleting a badge. If the
badge has been used as a reward for an achievement, deleting the badge will break the
reference to the image. If no badge image is found as a result of a broken link the first in the list
of badge images will be used.

2.4.11.3 Certificates (Images)

Certificates images added in the Certificates Tab are awarded to participants based on the
criteria established for the selected certificate. Certificates are PDF forms and are loaded from
your local computer. Please see Certificates for more information.

2.4.11.4 Other (Images)
Images added in the Other Tab comprise the list of images available for use in Themes and
other imagery for the Reading Club and Groups..

2.4.12 Style
The style Tab enables styling of the look and feel for the Reading Club.
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Reading Clubg: | Lirdsay s Heading Clus = Add Club Perlods: |20y S5F »

Summary Periods Croups Auchenticaton Registration Activities Achievemenis Eooks Schools Images | | Emeail Contacts

Select and “Update" the JQuery theme fo add themes to
the “enabled” list (grey-background). Add/Update custom
#* a0 update Custam Stele for Sebected Theme - Cupertin? styles in the “Style” sheet for the selected theme.
Advanced users can update and customize an entire
theme.

The default theme, becomes the default for the Reading
Club and All groups. If needed, styles can be customized
at the group level.

Srgla

Thema: | cuperting v | B setax defauh

by {

tone famivy: Luclda Crande, Luclda Sans Asdal sans sert;
fanl-aize 1101

barkgrourd

'

¥
Tabvs!

i
e

vd {

berger 1px solid #adadad lmpartar:
bosidseewnlth, Ops Dps Tps dps impenlar

taxt-align: lef im pertant,

Upidate | Bemoe

A set of JQuery User Interface themes (http://jgueryui.com/themeroller/) can be selected from,
and/or custom styles can be added in the style text area. When the themes/styles are updated,
these themes are “activated” and the theme name in the select list is given a grey-background.
The grey background denotes the theme is active and can be selected at the Group level for the
default (one selection) or multiple-theme options for participants to choose from. A default
theme can be selected for the Reading Club. The Reading Club theme applies to the
Registration and Activity Login views, as well as the Registration forms. The Group styles apply
to the Activity view (i.e., when the participant group is known), and/or the participants personal
settings are known and their theme selection can be applied.

As shown, the themes with the grey-background have been “updated” and have been made
active. These styles are each active for selection at the group level. As well, the theme
“cupertino” has been set as the default.

A Style Tab is also found at the Group level to choose from the active Reading Club theme list
and to provide an experience specific for each group (select one) or options for participants
belonging to the selected Group to select in the Activity tracker for their personal profile. See
Group>>Style.

In the “Default” all themes have been “activated”. To “remove” a theme from the active list,
select “Remove”. This will “deactivate” the theme and this theme will no longer be available for
selection at the “Group” level. Inactive themes appear with a white background in the theme
select list.
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list. Inactive themes are denoted by a white
bockground. Active themes have a grey background.

2.4.13 Contact

For administrative purposes the Contact Tab enables collection of information about the Library
key contacts responsible for the Reading Club. Counting Opinions will provide support to two
key contacts per Reading Club.

3 Administrative views
Registration and activities are recorded and viewable in tabular views

3.1 Review of records

3.1.1 Accounts

The Accounts view gives a view of all Accounts that have been created independent of which
Reading Club the user may have registered for or participated in, or which period the account
was created.

3.1.2 Signups

The Signup view shows the list of account holders that have signed up (Registrant and/or
Participant) for the selected Reading Club, Period and Location. The column Reg and Part
denote if the account holder is a Registrant (reg=1 or not reg=0) and if the account holder is a
Participant (Part=1 or not Part=0) for the selected reading club, period and/or location.

3.1.3 Registrants
The Registration data view includes registrant details captured during registration.
Registrant details:
Library Card, Name, Phone, Email, Address, Zip/Postal Code, Gender, Date of Birth,
Opt-in Choices, Past Participation, Source of Awareness
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3.1.4 Participants
The Participants data view includes participant details captured during registration.
Participant details:
Name, Date of Birth, Gender, Grade, School, Library Card, (LibCard) PIN, Username,
Password, Members (Number), Avatar, Theme, Goals, Reviews

Note: Participant passwords are only available to users with the Data Manager role
associated with their user account.

3.1.5 Activity

The Activity data view includes participant activity details:
From Date, To Date, Book Title, Books Read, Pages Read, Minutes Read, Reviews,
Other (Activity), Achievements (Achv Name) awarded, and Achievement Code (Achv
Code)

3.2 View and Update

Users that have the Data Manager role assigned to their account have the authority to view and
update records in the RC Admin views.

Users that have only the Data Input role assigned to their account have the authority to view
records. Data Input persons can not update records that have already been created (input).

3.3 Using the Data Tables

From the Menu under RCApp, select RC Admin. You will now see a menu of links to the tables
that make up the Reading Club database.

Registration - The Registration table contains a record of every registration and includes all the
data entered by the registrant during the registration process including participant name,
username, password, school and grade.

Activity -- The Activity table logs all participant activity and includes book titles, achievement
codes obtained and the date they were achieved.

Profile -- The Profile table contains the participants’ profile selections including their avatar and
their individual activity goals.

Virtual Account -- If a patron chooses not to use their Library Membership Id to logon to the
Reading Club app, they can create a virtual account instead (provided the library has enabled
this feature in the Configurator under Authentication). The Virtual Account table contains all the
contact information collected during the virtual account creation process.
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Download Registration/Activity Data - Enables you to download the tables as Excel files to save
and use locally.

3.3.1 Table Features
For all the tables, data can be filtered using the Reading Club and/or Locations drop-down
menus above the tables in the upper left. Only one Reading Club and/or Location can be

selected from the menu at one time when the filters are used.

Data can be sorted by clicking on the column headings at the top of the table. The illustration
below shows that this table has been sorted by Branch in descending order.

RP - Virtual Accounts

Branch Gender Name
ourth Location Female Sonja Whitfield
ourth Location Male lan Reid

It is also possible to rearrange the order of the columns by clicking and dragging the column to
the desired location.

3.3.2 Search and View Features

At the bottom right of the table view are a series of icons that perform various functions when

O P ¢ @

selected.

Paper - The Paper icon is for viewing the selected record. Selecting a row and then clicking on
the paper icon will display a dialogue box with all of the record details, including password or
pin, which are hidden from the grid view.

Magnifying Glass -- The Magnifying Glass icon is for conducting searches in the table. Clicking
on the Magnifying Glass brings up a Search dialogue box. Use the drop-down menus to create
your search criteria. The Plus and Minus buttons to the right of the search criteria fields allow
you to add or remove additional criteria. Click on the Reset button to return the Search dialogue
box back to the original settings.
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Circular Arrows -- The Circular Arrows button reloads the table (referred to as the grid in this
application) back to its original settings. It will remove any filters from the Search criteria or from
sorting various columns. The default is that the newest record is at the top of the table.

Moving Square -- The Moving Square icon allows you to export the table. It will export the data

into an excel file format. Note that all of the tables (except for the Virtual Account table) will
export with the addition of a date stamp column at the end of the table.
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