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About this manual

1. Introduction

The SigmaSoft DAPP-BQ for Windows Software consists of a simple interface
allowing easy administration, fast and accurate scoring, and flexible reporting.
The interface consists of a respondent database containing a list of people who
have taken the assessment. Simple instructions, large fonts and oversize buttons
make it easy for even the novice computer user to complete our assessments.
Administered assessments are quickly and accurately scored, and can be printed
in a number of standard report formats

This manual describes each of the functions of the SigmaSoft DAPP-BQ for Windows
Software in detail. Chapter 2 describes the installation process. Registration is
explained in Chapter 3. Chapter 4 contains a tutorial to get you up and running.
Chapters 5 through 11 describe in detail the 6 options on the menu bar. Batch
processing is explained in Chapter 12. Common troubleshooting tips are detailed
in Chapter 13. A listing of files used and their explanation follows in Chapter 14.
Uninstallation steps are outlined in Chapter 15. Finally, a glossary in Chapter 16
lists all common terms used throughout the software and manual.

A great deal of effort has gone into making use of this software as intuitive as
possible. Users familiar with Windows software should have little trouble finding
their way around the DAPP-BQ for Windows Software. However, it is crucial that
theinstallationinstructions contained in Chapter 2 be followed. An understanding
of the program settings described in Chapter 9 is also important.

Dimensional Assessment of Personality Pathology-Basic
Questionnaire (DAPP-BQ)

W. John Livesley, M.D., Ph.D., & Douglas N. Jackson, Ph.D. © 2009

The DAPP-BQ is a revolutionary clinical measure supported by over 15 years of
empirical research. It was designed to assess and help treat personality disorders
along the full continuum - from mild to extreme trait manifestations.

The DAPP-BQ consists of 290 items rated on a 5-point scale. It takes approximately
35 to 50 minutes to complete.

The DAPP-BQ gives scores on 18 clinical scales; Affective Lability, Anxiousness,
Callousness, Cognitive Dysregulation, Compulsivity, Conduct Problems, Identity
Problems, Insecure Attachment, Intimacy Problems, Low Affiliation, Narcissism,
Oppositionality, Restricted Expression, Rejection, Self-Harm, Stimulus Seeking,
Submissiveness, Suspiciousness ,Validity Scale.
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The DAPP-BQTechnical Manual reports extensive validity data as well as relationships
withavariety of widely used assessmentinstruments. Separate Clinicaland General
Population norms are reported in the manual.

Technical Support

You may reach technical support for our software by one of the following methods:

Phone
Fax
Email

When you contact technical support, please have ready the serial number and
version number of your software. This can be found on the label of the installation
CD. If you are calling by phone, it is also important that you have access to the
computer on which you are running the software when you call. Determining the
exact nature of a problem and then solving that problem is often an interactive
process that requires access to your computer.

Contact
Information

You may reach technical support by phone between the hours of 8:30 AM and 5
PM Eastern Standard Time on our toll-free or direct lines:

United States SIGMA Assessment Systems, Inc.
P.O. Box 610757
Port Huron, Ml 48061-757
USA

Toll-Free 800-265-1285

Fax 800-361-9411
Hours 8:30am - 5:00pm EST
Email software @SIGMAAssessmentSystems.com

Internet  SigmaAssessmentSystems.com

Canada SIGMA Assessment Systems, Ltd.
P.O. Box 3292, Station B
London, ON N6A 4K3
Canada

Phone 519-673-0833

Toll-Free  800-401-4480

Fax 519-673-5905

Toll-Free  800-361-9411

Hours 8:30am - 5:00pm EST

Email software @SIGMAAssessmentSystems.com
Internet  SigmaAssessmentSystems.com
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Copyright

International SIGMA Assessment Systems, Ltd.
P.O. Box 3292, StationB
London, ON N6A 4K3
Canada

Phone 1-519-673-0833

Fax 1-519-673-5905
Hours 8:30am - 5:00pm EST
Email software @SIGMAAssessmentSystems.com

Internet  SigmaAssessmentSystems.com

The DAPP-BQ for Windows installation CDis not copy-protected. You are encouraged
to make backup copies of the installation CD. However, the DAPP-BQ for Windows
makes use of a protected counter. This software-based protected counter must
be installed on one computer before the DAPP-BQ for Windows can be used to
generate reports. If you wish to generate reports from more than one computer,
you must purchase software for, and register each computer separately. Any
attempt to bypass the protected counter constitutes a violation of our copyright.

About the Company

Confidentiality

SIGMA Assessment Systems, Inc. (SIGMA) have been creating respected
assessments since 1967. We have a long list of satisfied clients in both the public
and private sector, including NASA, Intel, DaimlerChrysler, Lucent Technologies,
Towers Perrin, Nokia, AT&T, and Duke Energy, to name a few. Consultants find our
products to be valuable complements to their service.

SIGMA is a founding member of the Association of Test Publishers, and has been
providing products and services to human resource professionals, counselors,
and psychologists for over 40 years. SIGMA publishes a variety of psychological
instruments, including measures of ability, personality, and career interest.

There are several steps you can take to protect the confidentiality of your client’s
data.

1. In the security section of the Options|Program menu you will see a
password for the program. The default password is SSIGMADEFAULT. You
are encouraged to change this password before starting your testing.
Whenever you load the software, you must enter a password to gain
access.

2. In the security section of the Options| Administration menu. Whenever
your client completes a test, you must enter a password to return to the
Respondent Database. This is the same password entered in step 1.
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3. Ensurethatreportsand exportfilesthat have been generated are deleted.
These files can be read by other programs. They can be regenerated later
if needed again.

Password Protection Level C Tests

Norms

Level Ctests should be password protected due to the sensitive nature of the data
that is being stored for a respondent. It is the recommendation that this test be
password protected for start up and test administration exit functionality.

When the programis installed it will have a default password stored in the system.

The initial installation password is SIGMADEFAULT.

Help on Help

The DAPP-BQ is a reliable and valid measure of personality pathology. Internal
consistency reliabilities for the 18 scales range from .85 to .94 (general population
sample) and .84 to .95 (clinical sample). Convergent validity has been established
withother measures of personality pathology, normal personality, interview ratings,
and self-report ratings. Norms are available for both general population (N=2726)
and clinical (N=656) samples.

These normsarereportedinthe DAPP-BQTechnical Manual available from SIGMA.
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Here are a list of common conventions used throughout the help manual:

File|Open Select the File item from the main menu, and select
Open from the list.

Ctrl The “Control” or “Ctrl” key, normally at the bottom
left of the keyboard.

Alt The “Alternate” or “Alt” key, normally to the right of
the Ctrl key.

Alt-F4 This is a keyboard shortcut. You press Alt, and then

F4 while holding down the Alt key. Then release the
F4 key and the Alt key.

Output Dialog boxes and windows are referred to in bold
print.
List files as type A field or box inside a dialog box is listed in jtalics.



N 2. Installation
ya—

The topics in this section are:

Required Equipment

Required Equipment
Loading the Install Program
Installation

Network Installation
Registration

Password Protection
Program Updates

The following equipment is required to install and run the DAPP-BQ for Windows:

an Intel x86 compatible computer or better equipped with:

[ 512 megabytes memory (RAM)
[ ahard drive with 12 megabytes of free space
[ Windows 98 / ME, NT / 2000 / XP, Vista or later.

1 a mouse

This represents the minimum configuration. However, additional memory and
processor (CPU) speed will increase performance.

Loading the Install Program

The DAPP-BQ for Windows files are stored on the installation CD in a compressed
format. They can only be installed on your computer by following these steps:

Place the installation CD into the CD drive on your computer.
Display the Run dialog box from the Start Menu select Run.

Type the drive letter of your CD drive followed by :SETUP (e.g. D:SETUP)
and press the Enter key.

The Installation Wizard is displayed after you begin the installation program. To
start installation click on the Next button. Click the Cancel button to abort the
installation.
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Installation

Prior to installing the software, please exit any other SigmaSoft for Windows
programs you have open. Follow the prompts.

There are two different ways to install the software: Automatic or Custom.

For most uzers, this program will be automatically inztalled uzing
default zettings.

Chooze Automatic and click Mest to install automatically.

If wou are installing:

- a hetwork server ar chent version of this program;
- b & uzer with restricted computer access rights; ar
- with control of where and how it iz installed,

then choose Cugtam, then click Meut,

i+ Automatic
£~ Custamn

¢ Back

Cancel |

Automatic
Most users willinstall using the Automatic settings. This means the SigmaSoft DAPP
for Windows will be saved to default settings. Follow the prompts to complete
the installation process, and skip to the Registration section.
Custom

Choose custom installation if you are installing a network server or client version
of this program to a user with restricted computer access rights or with control
of where and how it is installed.

Follow the prompts to complete the installation process.
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Administrator or
User

Choose Single user or Server if you are installing the software on a computer with
multiple user accounts.

Thig zoftware can be inztalled standalone as a single copy, or
multi-uzer az a server or network, client,

[f pau are installing:

- az a zerver for a network, inztall; or

- a3 a zingle uzer,

chooze Single User or Server and click Mext.

Chooze Metwork, if you are installing az a Metwork Client, then
click Mest. vou will need the path to the server bo continue.

¥ Single user or Server
" Mebwark Client

¢ Back I Mest = I Cancel
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Network Installation

You may set up the SigmaSoft for Windows Software over a network with one
copy of the software, running as the server, and permitting access to the server
computer by clients on the network. Only one purchased copy of the software
is necessary. A peer-to-peer network, such as Windows networking, is required
to properly use the SigmaSoft for Windows Software over a network. All reports
must be generated from this server computer, which holds the coupons. All other
computersarethenrecognized as client computers by the software, when properly
set up. Client computers can only edit respondent data and administer tests.

Thig zoftware can be inztalled standalone as a zingle copy, or
multi-uzer as a server or network, client,

[ pow are installing:

- ag a zerver for a network, install; or

- az a gingle user,

choose Single User or Server and click Mest.

Chooze Metwork, if you are installing as a Hetwork. Client, then
click Mest. Y'ou will need the path to the server to continue.

™ Single user or Server
& Metwark Client

¢ Back I Mest » I Cancel

To set up the software on a server computer:

o Install the software and register on a computer to be designated as the
server. This computer will hold the shareable database containing all of
the respondent information.

o Ensure that the directory containing the software on the server computer
is shared with full read/write access, including any shared Data folders.

o Password protect entry to the program in Options|Program and prevent
exitfromtestadministration in Options | Administration. This will prevent
respondents from seeing or changing the responses of other respondents
inthe shared Datafolder. Once configured, the password must be used by
allclients before and/orafter testadministration, depending onyour setup.
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Registration

To set up the software on client computers:

. Permanently map a network drive to the server computer.

. During install, choose Custom, Network, and follow the prompts.

. To manually set up a network client after installation:

. Update the client's shortcut to use the /N parameter, followed by the

path of the server's folder, and alter the paths in Options|Program to
use the network drive letter.

Properly installed client copies will display Client Mode (Network) in the opening
title screen, whereas unregistered standalone software will be displayed in
Demonstration Mode.

The installation process is nearly complete when the Register? dialog box is
displayed.

Regiztration iz not reguired if pou are installing the
dermnonstration verzion of thiz zoftware. If the software
haz been purchased then it needs to be registered by
phone, faw ar e-mail to produce reports.

Do pou wigh to regizter your SigmaSoft DAPP for
Windows software now?

ez [ [u] Cancel

If you click on the Yes button, the install program loads the SigmaSoft DAPP for
Windows software and proceeds with registration. Press F1for helpinthe SigmaSoft
DAPP for Windows program, or read the chapter on Registration which follows.

If you click on the No button, you may register the software any time you next
run the program.

If you did not successfully complete each of the installation steps, the DAPP-BQ
Software will not have been properly installed and you will have to restart the
installation process from the beginning.
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Password Protection

Level C tests should be password protected due to the sensitive nature of the data
that is being stored for a respondent. It is the recommendation that this test be
password protected for start up and test administration exit functionality.

When the program is installed it will have a default password stored in the system.
The initial installation password is SIGMADEFAULT.

The user will be presented with a Password login screen as shown below.

SigmaSoftDAPPfor Windows -

Program Updates

Enter security password ... I

v, 0K X Cancel |
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The SigmaSoft for Windows Software is periodically updated, and thereis currently
no charge for minor upgrades. Upgrades may be installed to the same directory
as your current version. Your registration and number of coupons will remain
unchanged, as well as any existing respondent data.

You may download the most recent version of our software as well asdemonstration
versions of our other instruments on our website:

http://SigmaAssessmentSystems.com in the United States

If you do not have internet browser access but do have internet mail, we can email
you an update. Send an email request to:

software@SigmaAssessmentSystems.com in the United States



3. Registration

The topics in this section are:
Why register?
Registration limitations
How to register
Moving the registration to another computer

Why Register?

The SigmaSoft for Windows Software is usage-controlled. Before you can use all of
itsfeatures, registrationis required. A password is then provided that will complete
the installation of the software on your computer. This enables the protected
counter that keeps track of the number of coupons you have purchased. Coupons
are required to generate reports.

Registration Limitations

The software must be registered to a local drive on a computer. It cannot be
registered to a remote computer on a network. Only the computer which has been
registered can access the coupons. Once the software is registered, you may not
move it to another directory or computer by yourself. You must contact SIGMA
for a password to remove the coupons and then contact us again to add them to
another computer. If you wish to uninstall the software, you must contact us to
have the coupons removed so you will receive credit for unused coupons.
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How To Register

You may register our software by one of the following methods:

Phone
Fax
Email
1. Run the SigmaSoft for Windows Software.
2. At the opening screen, select Register.
3. Complete the Registration Information window and click the Register

button. This will display the Registration window.

¢
L—J.a_
Company ISIGMAAssessment Systems. Inc. Action
Qualified User |DDugIas M. Jacksan, Ph.O.
v Begister

Address 1 |P.O. Box 610757
Address 2 I X Cancel

Clity IPDrt Huran

State/Frovince IMI

Country |UsA

Zip/PostalCode |4ana1-n?5?

Phone |ann-255-1 285

Eax |ann-351-9411

Ehdail Isigma@SlGMAassessmentsystems.
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Registration
window

Validation Code

Current Coupons

Serial Number

Add Coupons

Password

Now button

Later button

Cancel button

Registration "

Software will be registered to . Fegister
Company: SIGMA Assessment Systems, Inc.
Mame: Douglas M. Jackson, Ph.D. o o
Address 1. F.O. Box 610757
Address 2
City: Port Huran  State/Pravince: | @ Leter
Zip/Postal Code: 43061-0757
Country: USA, X Cancel

Fhone: 800-265-1285
Fao: 800-361-9411
Email: sigma@SIGMAassassmentsystems. com

|P

|1 a0

Serial Mumber |

Add Coupons ||:|

Fasswoard |

Thiscodeisgenerated by the program whenyou are about to register the software.

The current number of coupons installed is displayed. If you are registering for

the first time, the number of coupons is zero.

You are given a serial number when you purchase the software. This number will be
used to identify you when you call in to add coupons or ask for technical support.

If you are adding coupons when you are registering, enter the number of coupons
you wish to add here. If you are not adding coupons, enter zero.

Enter the password you are given. To obtain a password, see the section How to
Register and follow the instructions.

If you have entered a password, click on this button.

Click on this button to register later, by fax or by email, or if you want to make
changes to your registration.

This button halts the registration process. Registration information, including the
validation code will be lost. You are given awarningifinformation has been changed
and not saved. If you receive this warning, click on the Ok button to continue the
cancel. Click on the Cancel button to return to the Registration window.
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Register by Phone

1. You are asked to provide the information in the Registration window,
including the initial number of coupons you are purchasing.

2. Enterthe Serial Number, Coupons and Password inthe appropriate boxes,
and click the Now button. If all goes well, the message “Registration

successful” is displayed, along with the number of coupons added.
Register by Fax or
Email
1. Indicate how many coupons you willinitially install by enteringthe amount
in the Add Coupons field.
2. Click the Later button.
3. Answer Yes to print out the order form.
4, Exitthe software by answering Ok to any remaining promptsand selecting
File| Exit from the menu.
Follow one of the methods below:
Fax
5. Complete the information on the order form.
6. Fax the order form to one of the following numbers:
United States SIGMA Assessment Systems 1-800-361-9411
Canada SIGMA Assessment Systems 1-519-673-5905
1-800-361-9411
International SIGMA Assessment Systems 1-519-673-5905
You will receive return fax containing your password. Proceed to Step 7.
Email

5. Use NotePad to edit the REG.TXT file found in C:\Program files\Test Name.
Complete, then save the information.

6. Address your internet email to:
software@SigmaAssessmentSystems.com

For the subject line please use:
Windows Software Registration
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Attach or insert the REG.txt file into your message, and then send the
message.

You will receive return email containing your password.

7. Run the SigmaSoft for Windows Software, and choose Register at the
opening screen.

8. Click the Register button in the Registration Information window.

9. In the Registration window, enter the Serial Number, Coupons and
Password in the appropriate boxes, and click the Now button. If all goes
well, the message “Registration successful.” is displayed, along with the
number of coupons added.

Moving the registration to another computer

To move the
registration to
another location:

You may not simply move or copy the software to another computer or directory.
Doing so will invalidate your registration and result in the loss of coupons. You will
then have to call technical support to re-register the software.

1. Uninstall the software. See the Uninstallation section.

2. Contact technical support with your removal validation code.

3. Install the software in the new computer or directory.

4, Register the software. You may add coupons back at the same time you

register the software, by providing your removal confirmation code when
you re-register.
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2 4. Tutorial

Introduction

The tutorial will interactively teach you how to add a respondent, administer the
assessment and print a report. You can run the on-line tutorial by loading the
help file and selecting Tutorial or by selecting Tutorial from the Help Menu of the
SigmaSoft for Windows Software.

Part One - Adding a respondent

If you have not done so already, start your SigmaSoft DAPP-BQ for Windows
Software now.

Click on the Ok button to continue past the About screen.

If the message “You must open a respondent database first” is displayed, create
a new respondent database file by selecting File| New and entering a new name
in the Create new respondent database dialog box, such as “TEST”.

Respondent Database

Eile: Chillsers\Publid\Documents\Sigmasoft for Windows\DAPF Action

sample, Sam: Male [1000]
+ Add

Add a respondent in one of two ways:
1. Click on the Add button
_or_

2. PressAlt-Aonyourkeyboard by pressingand holding the Altkey, then pressing
the A key and then releasing both keys. This is called using the keyboard
shortcut, the shortcut key being the underlined letter on the button.
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You are presented with the window named Edit Respondent Information.

Eirst name ISam o Yes
Middle name I

1D humbier |1DDD

harital Status

Client Type

Sawe changes?

© Mo

B

Gender

Ane

B

Ethnicity White [ Arab [] Latin American
[ Black [] Chinese [] Japanese
[] Mative American [ Filipino [JkKorean

m ] b

Coupon Level .. 8

Administer |

Edit Besponses |

Edit Scale Scores |

Enterin alast name, press the Tab key to move to the next field. Enter a first name,
press Tab and press Tab again to move past the middle name without entering
anything. Select the gender from the drop menu and press Tab. Enter the age,
marital status, ethnicity, and client type in the appropriate fields tabbing after
each entry. Continue entering data and tabbing until the Administer button is
highlighted (a dotted line appears around the inside of the button).

Administer the assessment now by pressing the space bar while the Administer
button is highlighted, or press the Alt-D shortcut or by clicking on the Administer
button with your mouse cursor. If you need to exit before answering all of the
questions, press Alt-F4 to exit early.

When you start the assessment, the administration startup screen explains to the
respondent how to answer the questions. This would be the time you would bring
in a client to take the assessment during normal operations.

Once the assessment has been completed, click the Finish button. Click on the
Yes button in the Edit Respondent Information window to save the changes to
the respondent database.



Part Two - Printing a sample report

If you have not registered your software, administration will be limited to the first
5 items, and you will not be able to generate a report. If you still wish to print a
sample report, follow the instructions below and continue to Part Three. If your
software is registered and you want to generate a report based on the test you
just completed, then skip to Part Three - Printing a report now.

Change to the sample respondent database using one of three methods:
1. Select File|Open from the menu.

2. Press the Ctrl-O shortcut

3. Click on the file open icon on the speed bar.

In the Open existing respondent database dialog box, select the file SAMPLE.DAT
and click the Ok button.

Select the first sample respondent, and continue with Part Three.

Part Three - Printing a report

Make sure the respondent you just added is selected. Click on the Report button.
Select the Basic Report radio button from the list and click on the Ok button.

report e~ T e
oelectreport type .

f* Basic report (B coupons)

" Data report (£ coupons)

o 0K X Cancel
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The respondent information will be displayed again in the Generating Report
window. Click on the Yes button to begin generating the report.

Generating report - Basic Report | s S

s L - Al

Last hame ISampIe Frocess?

First name ISam

! kiddle name I

ID nurnber |1 0o

Al
Gender IM Bé —
e IT X Abaort

Coupon lewvel ... 8 Send Report To:

% Printer

Coupans remaining ... 12100  PDF File

Frogress 0%

The Send Report To radio box allows you to choose where the report is sent. This
choice overrides the one madeinthe Printerand Page Setup window for the current
report only. Click on PDF file to save the report as a PDF file. You will be prompted
to provide the name of the file. Click on the Ok button in the Print dialog box, and
if your printer is connected and ready, you should see the report being printed.

At this time, you can choose to save the report as a .PDF on the computer, or
simply exit the program. If you do not save the report, you can generate it again
later from the respondent data without using additional coupons.

This concludes the tutorial. Exit the SigmaSoft for Windows Software by selecting
File| Exit or using the Alt-F4 shortcut.
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e

Speed Buttons

5. Main Menu

The Main Menu is located at the top of your SigmaSoft for Windows Software
screen. When you click on a menu item, it displays another menu of options.
The status line at the bottom of the window will show a brief hint as to what the
menu option does. Menu items are enabled only when they apply to the current
operation. Below the Main Menu lies the speed button bar containing one-click
buttons for common operations.

The menu topics in the Main Menu are:
File
Edit
Coupons
Options
Window
Help

The speed button bar below the main menu consists of the following icons:

pomd (] = KD | BT

aJe] @

1=

When you click on the speed buttonicon, itimmediately carries out the associated
action, as listed below. If you place the cursor over a button and let it rest for a
moment, a hint to what the button does is displayed above the button.

D File| New Bad Edit|Cut 2 Bold
= File|Open fe Edit|Copy z Italic
= File|Save k3 Edit| Paste = underiine
File| Print 7 Edit| Format i File | Exit

a,

Zoom In Zoom Out

Many of the speed buttons also have keyboard shortcuts.
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Keyboard Shortcuts

To increase your efficiency, many of the main menu commands have keyboard
shortcuts. The keyboard shortcut is also listed on the menu itself next to the
description of the item. To use a two key shortcut such as Ctrl-N, press the Ctrl
key, hold it down and press the N key. Then release the N key and the Ctrl key.

Many buttons and controls have an underlined character. Press the Alt key and
this character to activate the keyboard shortcut. For example, the Options menu
can be activated by pressing the Alt-O sequence.

Some of the keyboard shortcuts can also be found on the speed button bar.

Menu Command
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File|New
File|Open
File|Save
File|Export
File|Import
File| Print

File| Exit

Edit|Cut

Edit| Copy

Edit| Paste

Edit|Select All

Edit| Deselect All
Edit|Find

Edit|Replace

Edit| Format Character
Edit| Format Paragraph
Edit|Insert Page Break

Help

Keyboard Shortcut

Ctrl-N
Ctrl-0
Ctrl-S
Ctrl-E
Ctrl-l

Ctrl-P
Alt-F4

Ctrl-X
Ctrl-C
Ctrl-v
Ctrl-A
Ctrl-D
Ctrl-F
Ctrl-R
Ctrl-T
Ctrl-H
Ctrl-B

F1
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L

File|New

6. File Menu

The file menu contains items which affect the Respondent Database window, and
the Output window.

A menu item will be greyed out (dimmed) if it does not apply to the currently
selected window or function.

The items in the File Menu are:
New
Open
Save
Save As
Rebuild
Export
Import
Print
Exit

When the Respondent Database window is selected, File | New creates and opens
new respondent data files. All respondent information will be saved in this file. If
you specify the name of a file that already exists, the contents of this file will be
erased. Use File| Opento open existing respondent datafiles. By default, respondent
data files are created in the directory specified in the Options|Program window.

When the Output window is selected, File|New erases its contents.

Keyboard shortcut Ctrl-N

-

Speed button
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File|Open

File|Save

Before you can either import data, edit respondent data or generate reports, you
must specify which respondent data file you wish to use. This option allows you to
open an existing respondent data file. If you wish to create a new file or overwrite
an existing file, use the File| New option.

By default, respondent data files are created and stored in the directory specified
in the Options|Program menu.

When the Output window is selected, File | Open allows you to retrieve a previously
saved report in RTF format.

Keyboard shortcut Ctrl-O

Speed button

File|Save As

All changes to your Respondent Database window are saved immediately, so the
File|Save option is disabled when this window is selected.

When the Output window is selected, this option saves all information in the
Output window. If you have not named the report in the Output window, you are
prompted with a Save Output dialog box.

Keyboard shortcut Ctrl-S

H

Speed button

File| Rebuild

Use this option to save all the data in this window to a different file. You are
prompted with a dialog box entitled Save respondent database as.

Data in the Output window may be saved with any name by using the File|Save
As command. Enter the new name in the Save output as dialog box. Files are
saved in RTF format.
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Rebuild the currently opened respondent database file. Use this feature if a
respondent database has become corrupted or if you have deleted a lot of data
and wish to reduce the size of a respondent database file.



File| Export

File|Import

When the Respondent Database window is selected, you may select some or
all of the respondents to export into a separate file to be imported by another
software program.

Highlight any respondents using the keyboard and/or mouse and select File | Export.
You are prompted with an Export Data dialog box and may change the export file
type with the “Save file as type” list box.

The export file types supported are:
Comma Delimited
Tab Delimited
Fixed Format Ascii

For more information on file formats, refer to the Import/Export File Formats
section.

The exported files contain data for responses and scales. If the Basic Report has
been purchased for the respondents output, then the export file will contain all
the data that is also contained in the Data Report in the formats above. The extra
data will not be exported without the purchase of at least a Basic Report. This
allows the administrator to import respondent data into an external software
program like Microsoft Excel.

Keyboard shortcut Ctrl-E

When the Respondent Database window is selected, you may import respondent
data exported by another software program, provided it is formatted properly.

After you select File| Import, you are prompted with the Import Respondent Data
dialog box. To see files of other types which you may import, change the “List files
as type” list box.

The import file types supported are:
Comma Delimited
Tab Delimited
Fixed Format Ascii

For more information on file formats, refer to the Import/Export File Formats
section.

When the Output window is selected, File|Import allows you to insert an RTF file
at the cursor location.

Keyboard shortcut Ctrl-1
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File|Print

File| Exit

Send the contents of the Output window to the currently selected Windows
printer. You may select which pages to print, the number of copies, and whether
or not the copies are collated.

To select a different printer or change your printer setup, select the Printer and
Page Setup option.

Keyboard shortcut Ctrl-P

Speed button
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To exit from the SigmaSoft for Windows Software, select File | Exit. You are warned
if the Output window contains unsaved data. All data in the Respondent Database
window has already been saved.

Keyboard shortcut Alt-F4

Speed button



|

Edit|Cut

7. Edit Menu

Most of the options on Edit Menu apply to the Output window only. Use these
options to change the appearance of any reports or to find specific information
within the report.

The items in the Edit menu are:
Cut
Copy
Paste
Select All
Deselect All
Find
Replace
Format Character
Format Paragraph
Insert Page Break

Edit| Copy

Copies the selected text from the Output window to the clipboard and removes
the selected text. Use Edit]| Cut when you want to move text from one part of a
document to another. Move the cursor to where you want to place the new text
and select Edit| Paste.

Keyboard shortcut Ctrl-X

b3

Speed button

Mouse Right click, then select Cut from the menu

Copies selected text from the Output window to the clipboard. Use Edit|Copy
when you want to copy text from one part of a document to another. Move the
cursor to where you want to place the new text and select Edit| Paste.

Keyboard shortcut Ctrl-C
Speed button
Mouse Right click, then select Copy from the menu
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Edit| Paste

Edit|Select All

Pastes the text from the clipboard to the current cursor location in the Output
window. Any selected text will be replaced by the text being pasted.

Keyboard shortcut Ctrl-v
Speed button
Mouse Right click, then select Paste from the menu

Edit| Deselect All

Selects all of the text in the Output window. You may then apply font changes to
the entire text, copy, cut or delete the text entirely.

If the Respondent Database window is selected, then all of the respondents will
be selected. You may then Delete, Edit, or create a Report on all of the selected
respondents.

Keyboard shortcut Ctrl-A
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If the Output window is selected, this option removes any text selection, without
removing the text.

If the Respondent Database window is selected, then all of the respondents will
be deselected when this option is used.

Keyboard shortcut Ctrl-D



Edit|Find

Edit|Replace

Edit|Find displays a Find dialog box in which you enter any word or name you
want to find.

When the Output window is selected, Edit|Find will find and select your search
word(s) among the report text. If you continue your search and find more text,
only the newly found text remains selected.

When the Respondent Database window is selected, Edit | Find searches the text
displayed in the respondent list box, which contains the last and first name fields,
gender, and the ID number of the respondent. Enter your search name in text box
and click on the Find button. Any respondent names found will be selected, and
you may continue searching by clicking on the Find Next button. The Edit|Find
command starts the search with the first respondent in the list before or after the
currently selected respondent.

Keyboard shortcut Ctrl-F

The Replace dialog box allows you to searchforand replace text within your Output
window. Enter your find and replace text strings and click on the Find Next button.
When the text you wish to replace is highlighted, click on the Replace button. Click
on the Replace All button to replace all text starting from the current location.

Keyboard shortcut Ctrl-R

Edit| Format Character

Choosing Edit| Format Character displays the Font dialog box which allows you to
change the font type, size, and appearance of text in the Output window. If there
is no text selected, then the font changes apply to new text typed in. If a selection
is highlighted, the changes apply only to the selected text.

Keyboard shortcut Ctrl-T

Page 7-3



Edit| Format Paragraph

Indent

Align

Border

Shading

You may change the indentation and spacing of paragraphs, and tab spacing with
the Format Paragraph dialog box. Changes are applied to the current paragraph.

The left and right indent offset text the indicated amount from the left and right
margins for the current paragraph. The first line indent offsets the first line of the
paragraph only by the indicated amount.

Aleft alignment lines up the left hand side of the paragraph with the left margin. A
right alignment aligns the right hand side of the paragraph with the right margin.
Choosingacenteralignment sets up the current paragraph with each line centered
between the margins. If you choose an alignment of justify, the text is adjusted
to line up with both the left and right margins.

Toaddabordertoeitherthetop, bottom, left orright side of the current paragraph,
check the appropriate box in the Border section. To remove a line, uncheck the
appropriate box.

Toadd shadingtoaparagraph, change the percentage valueinthe Shading section.
Values can vary from 0 percent to 100 percent.

Keyboard shortcut Ctrl-H

Edit|Insert Page Break
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Inserts a page separator in the Output window at the location of the cursor.

Keyboard shortcut Ctrl-B



S~ 8.Coupons Menu

The options on this menu allow you to examine the status of your coupons, and
to add scoring coupons to the SigmaSoft for Windows Software.

The Coupons Menu is available only when the software is registered.

The items in the Coupons Menu are:
Add
Status

Coupons|Add

When you have used up your coupons you may purchase more by contacting
SIGMA with the information provided by the Add Coupons window.

You may add coupons by one of the following methods:
Phone
Fax
Email

Add coupons _'_':

Software registered to ... Add
Company: SIGMA Assessment Systemns. Inc.
Mame: Or. Douglas Jackson
Address 1: P.O. Box 610787 v/ Now
Address 2
City: Port Huron  State/Province: Ml @ Later
Country: 1LISA,
Zip/Faostal Code: 48061-0757 X Cancel

“alidation Code I|xxxxxxxxxxx

Current Coupons |1 onon

Serial Mumber ISDDDD

Add Coupons IE

Passward I
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Add Coupons window

Serial Number

Current Coupons

The serial number is assigned to you by SIGMA when you initially register the
software. Since this number does not change, the field is not editable

Validation Code

This field displays the current number of coupons installed in the protected
coupon counter.

The validation code is an essential piece of information which you give to SIGMA.
If you are adding coupons by mail, fax, email, or purchase order, you must use
the Later button to save the validation code. If you do not, the validation code
will change, and any passwords you receive will not work.

Add Coupons

Enter the number of coupons that you are ordering. This number must exactly
match the order you give to SIGMA.

Password

Now button

Enter the password you receive from SIGMA in this field.

Later button

When you click on the Now button, and the password and coupons are correct,
the new coupons will be added immediately.

Cancel button

When you click on the Later button, the validation code and coupon information
is saved. When asked to print an order form, answer Yes. Use this form with any
orders for coupons.
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If you click on the Cancel button, any password you have received will no longer be
valid. A dialog box will warn you that this will happen. If you have not purchased
a password, click on the Ok button in the dialog box to exit. Click on Cancel in the
dialog box to return to the Add Coupons window.



Adding coupons

To add coupons by
phone:

To add coupons by
fax or email:

Fax:

1. Select Coupons|Add from the main menu.
2. Enter the number of coupons you wish to add in the Add Coupons field.

See step 3 (add by phone or add by fax/email).

3. Call one of the following numbers:

United States SIGMA Assessment Systems 1-800-265-1285
Canada SIGMA Assessment Systems 1-800-401-4480
International SIGMA Assessment Systems 1-519-673-0833

4. Provide billing details, and method of payment.

5. Provide the serial number, validation code and number of coupons you wish
to SIGMA.

6. Enter the password given to you by SIGMA.

7. Click the Now button.

3. Click the Later button.
4. Answer Yes to print the order form.

5. Use NotePad or another editor to edit the COUPON.TXT file, found in C:\
Program files\Test Name, and complete the blanks on the form, providing
billing details, and method of payment.

Follow one of the methods below:

6. Print and fax the COUPON.TXT file to one of the following numbers:
United States 1-800-361-9411
Canada 1-519-673-5905
1-800-361-9411
International 1-519-673-5905
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Email:

6. Email to the following internet address:
software@SigmaAssessmentSystems.com
For the subject line please use:
Coupon Order

Attach or insert the COUPON.TXT file into your message, and then send the
message.

7.  When you receive your reply email, select Coupons | Add, enter the password
given, and click on the Now button.

Coupons|Status

The Coupon Status window displays the name and address to whom the software
is registered, as well as coupon information. The coupon information displays the
serial number of the program and the remaining coupons left.

EGUPDH L wum..muﬁ....\ ’&I ; !

Software reqistered to .
Company: 3IGMA Assessment Systems, Inc.
Marme: Dr. Douglas Jackson
Address 1. PO Box B10757
Address 2
City: Port Huron  State/Prowvince: Ml
Country: LISA
ZipfFostal Code: 45061-0757

Coupon information ...
=ernal number: 30000
Femaining coupons: 10000

v OK
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S 9. 0Options Menu

Theitemsonthe Options Menu allow you to change the fonts, directories, security
options and languages of your SigmaSoft for Windows Software.

The items in the Options Menu are:
Program
Administration
Report

Options|Program

The Program Settings window allows you to set your data, import and export
directories, main screen font, startup security options, and number of days your
backup files are kept.

Program Settings '

Frograrm Directories ...

| =awve changes?

o Yes |

Data: A ASigmaSoft for Windows\DAPPADATA,

Impart: L ADAPRAIMPORT

Output: CLADAFPPOUTREUT

Screen Font ..

Font kS Sans Serif

SECUrRty .

Password

I Check password at program start

Backup ...

v Backupfiles
Mumber of days to keep backups |1 0
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Program Settings window

Program
Directories

Screen Font

Security

Backup

The Data directory points to the location of the respondent database files. The
Importdirectory pointsto the the location of filesto beimported, normally exported
by other programs. Report files are saved in the Output directory by default.

Customize the font used in most of the dialog boxes by changing the Screen Font.
Test any changes you make. Too large a font will result in the truncation of button
labels and other text. Too small a font will be difficult to read. A 10 point to 11-point
bold font is recommended.

The program entry is password protected. The initial password has been set
to SIGMADEFAULT. To change the password protect entry to the SigmaSoft for
Windows Software, enter a new password in the Password edit box. The Check
password at program start check box is defaulted to always checked. A password
prompt will appear each time the software is loaded. The password is also used
at the end of administration, if so configured in the Options| Administration. If
you remove the password, the Check password at program start check box is
automatically set to SIGMADEFAULT. Choose a password that you will remember.
Enter this password after the initial installation. Should you forget your password,
please contact 'SIGMA Assessment Systems' technical support.

This section is greyed out if the software is being run in client mode. Any changes
must be made on the server computer.

You may optionally have automatic backups made whenever you make changes
to respondent data or administer assessments. Enable backups by checking off
the Backup files check box. The Number of days to keep backups edit box defines
how long backups will remain. Old backup files are deleted after the specified
number of days. Backup files are named BKddhhmm.CSV and are stored in the
Import directory. The ddhhmm corresponds to the current day (01-31) and the
hour and minute the file was created. To recover information on a respondent,
import the appropriate file. When you delete a respondent, it is also backed up,
however, the name of the file begins with “DL” instead of “BK”.
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Options|Administration

The Administration Settings window allows you to change the administration
language, font, and security features.

Administration Settings

Administration Language ...

* English (U.5.A)
" English {Intematianal)

Save changes”

Administration Faont ...

Faont: Atial

Adrministration Security

r

[ Disahle Windows keys (recommended)

Administration Settings window

Administration
Language

The Administration Language radio box controls what language will be used while
administering the assessment.

Administration Font

You may choose what fontisused during the assessmentadministration by changing
this font. Test any changes you make. Too large a font will result in the truncation
of instructions and item text. Too small a font will be difficult to read. An 18-point
to 22-point bold font is recommended.
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Administration
Security

Options|Report

The password entered in the security section of Options | Program must be entered
after the assessment is finished if the Check password at administration end box
is checked. A valid password must first exist before this option may be checked.

Itis strongly recommended that the Disable Windows keys option is checked. This
will prevent keystrokes such as Alt-Tab, Ctrl-Esc, Ctrl-Alt-Del and the Windows key
from allowing the assessment taker to switch to or run another program. Please
note, however, that this option enablesa "keyboard hook" program forthe duration
of the assessment which may be incompatible with other keyboard software.

The Administration Security options are greyed out if the software is in client
mode. Any changes must be made on the server computer.

Report Settings

The Report Settings window allows you to customize the appearance of the
generated reports by selecting a default language and font. You may choose to
print any warnings in the report or only display a warning on screen when there
are too many missing responses.

Feport Language ...

* English (L.S.A)
= English {International)

Frinter ... Feport Destinatian ...

Sawe changes?

" Printer
" FOF File

Erinter Setup

Unscorable Repaorts ...

" SWarn in report file
& “Warn on screen
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Report Settings window

Report Language

The Report Language radio box controls what language will be used for generating
reports.

Report Destination

In this section you may choose where the generated report will be sent: to PDF
file or directly to the printer specified in the Printer and Page Setup window.

Unscorable Reports

In the Unscorable Reports radio box you select where the error message is
displayed if the Maximum Missing Responses value is exceeded. A value of 10 is
recommended. If Warn in report file is selected, this error is added to the report.
If Warn on Screen is selected, a message is displayed as each report is generated.

Printer Setup

Use this window to choose a printer from the list of printers available to your
computer.

Printer Setup L2

Frinter Settings
g Sawve changes?

Erintar Marme
HF Colar LaserJet 4600 PCLE j

W Yas

® Ho
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S~ 10.Respondent
Database

Respondent Database

This window displays the contents of the respondent data file that have been
added, scanned or imported into the database. Each item contains demographic
data, responses and coupons. The Edit, Delete and Report buttons are available
only when one or more respondents in the list are selected.

.

Respondent Database

File: C\Users\Public\DocumentshSigmaSoft for Windows\DARF Action
Sample, Sam: Male [1000]
% Add
[ Sort
Record 1 of 1, 0 selected
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Respondent Database window
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Add

Edit

Delete

Report

Sort

The filename of the current database is listed in the upper left corner of the
window. Below the filename is the list of respondents in the database. Each item
in the list contains the last name, first name, gender and identification number. A
status line at bottom left shows the number of the currently selected record, the
total number of records, and the number of selected records.

Toaddrespondentdata, clickonthe Add button. The Edit Respondent Information
window is displayed. After the demographic data is entered, you may administer
the assessment or enter raw scale scores.

Double-click on a respondent name, or select a range of respondents and select
Edit, you may change the demographic data or edit the responses in the Edit
Respondent Information window.

Select one or more respondents to delete. You are prompted for confirmation
before each deletion takes place with the Delete Respondent Data window.
Deleted respondents are stored in files named DL*.CSV to your Import directory
(see Options|Program). If you accidentally delete records, restore them by
importing one of these files.

To generate reports from the respondent data, click on the Report button. If you
wish to generate reports for all respondents, press Ctrl-A first, or use your mouse
to highlight all of the respondents in the database. You are then prompted for the
type of report you wish to generate. The Generating Report screen displays basic
respondent information and current scoring level.

By default, the respondents are listed in the order that they were added to the
database. If you wish to sort by last name, check the box labelled Sort. To return
the list to its natural order, uncheck the Sort box.



Edit Respondent

_ Edit Respondent Infopna_tioﬁ

The Edit Respondent Information window allows you to add to or change the
demographicinformationforarespondent, aswellasthe scale scoresand responses.
The window also displays the current coupon level for the respondent. From here
you administer the test to the respondent.

Lastname [=Ejzl= Sawe changes?

First name ISam o Yes

Middle name I

® Mo

D nurber [1000

B

Gender

Age

B

karital Status

Ethnicity White ] Arab [1 Latin American
[ Black [ Chinese [ Japanese
[ Mative American [ Filipino [J Korean
4 I | 3
Client Type j

Coupon Lewvel ... 8

Adrminister |

Edit Besponses |

Edit Scale Scores |

Edit Respondent Information window

Respondent
Demographics

Use the Last Name, First Name, Middle Name and ID Number edit boxes to identify
the respondent. Select Male or Female from the Gender drop-down menu to
indicate the respondent’s sex. Enter the respondent’s age in the Age edit box.
The contents of the Gender and Age edit box decide which norms are used. If left
blank, adult male norms are used. Select respondent's Marital Status from the
drop-down menu. Check which Ethnicity groups apply to the respondent. Select
the Client Type from the drop-down menu.
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Coupon Level

Administer

Edit Responses

Edit Scale Scores
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Yes button

No button

The coupon level allows you to determine how many coupons have been used for
a respondent. If a report you wish to generate costs the same or less in coupons,
you may generate it again without using more coupons.

Click on the Administer button to display the opening administration screen.
At this time, bring in your client to take the assessment. To exit early, press
Alt-F4. If you enabled the Check password at administration end option in
Options | Administration, you need to enter a password to proceed. The responses
are not saved until you save the respondent data.

In demonstration mode, only the first 5 items of the DAPP-BQ are presented.

To manually edit the responses, click on the Edit Responses button. The Edit
Responses window is displayed.

To manually alter the scale scores, click on the Edit Scale Scores button. The Edit
Scale Scores window is displayed.

Click this button to save any changes you have made. The data will be checked
before it is saved and you are warned if any errors are found. You are warned if
any of the demographic information is missing. You are also warned if responses
and scale scores do not match. If responses or scale scores have been changed,
the coupon level will be set to zero. Each of the warning messages will allow
you to proceed by clicking on the Ok button, or return to the Edit Respondent
Information window by clicking on the Cancel button.

Any changes you have made will not be saved. This includes responses from
administration. You are warned if data will be lost.



Administration

When you start the administration, the first screen displays help instructions for
the respondent.

Review these instructions with the respondent. Before continuing, make sure he
or she understands these instructions. Click on the Continue button to continue
and begin the test. The question screens closely match the following screen.

On the screens that follow, you will find a number of statements describing
the way people behave and feel. Carefully read each statement and decide
how much it describes you.

Mark your answer by selecting STRONGLY DISAGREE, DISAGREE,
NEUTRAL, AGREE or STRONGLY AGREE from the choices below each
statement.

You can select your answer by pressing the number key that matches your
choice, or by using the mouse to click on the button that matches your
choice. A "check mark" will appear beside your choice.

To change your answer, select another choice. You must choose one of
the five choices for every statement.

Once you have made your choice, press the N key or click on the NEXT
button to move on to the next statement. To go back to the previous
statement, press the B key or click on the BACK button.

To begin, press the C key or click on the CONTINUE button.

Continue
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falpepm— _______________________________________________ ey

Read the statement below and then choose which of the five choices best
describes you.

1. If | am pressured, | will usually give in.

[] 1. Strongly Disagree

[] 2. Disagree

[] 3. Neutral

[]4. Agree

¥/ 5. Strongly Agree

Help Next >

Click on the 1, 2, 3, 4 or 5 button to answer the question and click on the Next
button to continue to the next question. To go back to a previous question, click
on the Back button when it is available. Help is always available by pressing the
Help button, which then displays the opening screen again. After exiting the help
screen, the respondent is returned to the question where he or she left off. To
exit from the assessment early, press the Alt-F4 shortcut.

After answering all of the questions, the final screen allows you to review your
answers or complete the assessment.
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Thank you. You have completed all of the DAPP-BQ statements.

If you wish to review your answers, press the B key on the keyboard or click on
the BACK button.

If you are finished, press the F key on the keyboard or click on the FINISH
button.

< Back Finish

Press the F key to finish. The Check password at administration end check box is
checked in the Options | Administration window, the password will be requested
before returning to the Edit Respondent window. The password will also be
requested if you exit early from the assessment using the Alt-F4 shortcut.
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Edit Responses

Use this window to transcribe responses from a pencil/paper administration or
to check imported or administered responses for errors.

»

=t~ Edit responses: Sample, Sam, #1000 @MI

B

21 41 * Keep changes?
o Bl
23_“ 435 o Yes
A H —
o Bl
o BE
o N
29_“ 9 - [~ Errars anly
4 b

Edit Responses window

Edit Window
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The Edit Window on the left side of the form allows you to change the responses
using the keyboard or the mouse. To see more responses, use the scroll bars to
the right and bottom of the Edit Window, or use the arrow keys.

To edit responses with the keyboard:

Up key Move up one item.

Down key Move down one item.

1 Change response to Strongly Disagree.
2 Change response to Disagree.

3 Change response to Neutral.

4 Change response to Agree.

5 Change response to Strongly Agree.
Spacebar Indicate blank responses.

Home key Move to the first item.

End key Move to the last item.



Yes button

No button

Errors only

To edit responses with the mouse:

To select a response, click on the number beside response. To change a response,
click on the colored response box beside the number and enter in the desired
response. Click on the scroll bars to reveal more responses.

Keeps changes and returns to Edit Respondent window. Note that changes are not
yet saved until you click on the Yes button in the Edit Respondent window. If the
responses are changed, the coupon level of the respondent will be reset to zero.

Abandons any changes to the responses. You are warned if data will be lost.

When checked, the Errors only check box allows you to change only those responses
which are in error. This allows you to quickly go to and fix these responses only.
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Edit Scale Scores

In special situations, you may need to be able to examine and possibly change
scale scores directly. The Edit Scale Scores window allows you to do this.

Edit scale scores: Samp!:::_:_ _,,hLI s S i
Affective Lahility |58 Keep changes?
Anxiousness I44
o Yes
Callousness |31 = |
Cognitive Dysrequlation |57'— O HNo

Carmpulsivity I81

Conduct Prohblems |28
Identity Frablems |42
Insecure Attachment |57
Intimacy Problems |39

Low Affilistion |44

[L=]

Marcissism

[Ag]

Oppositionality

Rejection

-

Festricted Expression

(=]

Self-Harm

=]

Stimulus Seeking

i

Submissiveness

[=a]

SUspICioUsSnEss

(%]

TR

walidity

Edit Scale Scores window

Scale Scores
window

Select the edit box corresponding to the scale you wish to change, and enter the
new value. An edit box can either be left blank to indicate that the scale was not
administered, or must contain a valid value for the scale.
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Yes button

No button

Report

Keeps changes and returns to Edit Respondent window. Note that changes are not
yet saved until you click on the Yes button in the Edit Respondent window. If the
scale scores are changed, the coupon level of the respondent will be reset to zero.

Abandons any changes to the scales. You are warned if data will be lost.

Report Type

Select the type of report you wish to generate from the Report Type dialog box.
The Generating Report window displays basic respondentinformationand current
scoring level. Select fromthe available buttons to generate reports for some, none,
or all respondents.

Report Type window

Select the type of report you wish to generate in the Report Type window.
report e~ T
oelectreport type .

f* Basic report (B coupons)

" Data report (£ coupons)

o 0K X Cancel

Basic Report

The DAPP-BQ Basic report consists of introductory text, profiles comparing the
respondent to clinical and general norming samples, scale descriptions, and
administrative indices. Purchasing this report allows the Administrator to Export
all Datain the File Export menu option for import to external software applications
such as Microsoft Excel.

The cost of a Basic report is 8 coupons.
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Data Report

The Data report contains demographicinformation, item responses, DAPP-BQ raw
scale scores in a simple prompt/data format.

The cost of a Data report is 2 coupons.

Import/Export File Formats
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There are three ASCIl based file formats suitable for importing and exporting
respondent data. They are:

Comma Delimited File Format (.CSV)
Tab Delimited File Format (.TAB)
Fixed-Format ASCII File Format (.TXT)

Each file format consists of a header row containing information about the data
contained in each column of the data rows, followed by one or more data rows,
each containing the data for a single respondent. Each row is separated by a CR/
LF (Carriage Return/Line Feed sequence - ASCII #13 and #10).

The exported files contain data for responses and scales. If the Basic report has
been purchased for the respondents output, then the export file will contain all
the data that is also contained in the Data Report in the formats below. The extra
data will not be exported without the purchase of at least a Basic Report. This
allows the administrator to import respondent data into an external software
program like Microsoft Excel.

The amount of information exported depends on the coupon level assigned to the
respondent record. If the respondent record has not been scored, only the data
you have input (demographic information, responses and/or raw scale scores)
will be exported. If a Data Report has been generated, demographic information,
responses (where available) and raw scale scores will be exported. If a Basic Report
has been generated, T-scores and percentiles will also be exported.



Comma Delimited

File Format (.CSV)
Comma Delimited files contain one record per line. Each record is separated by
a CR/LF (Carriage Return/Line Feed sequence - ASCII #13 and #10). Each field is
separated by a comma (“” - ASCII #42).
Field Name Type Comment
Last Name String
First Name String
Middle Name String
ID Number Number
Age Number
Gender String M or F
Marital Status String
Ethnicity String W=White
B=Black
N=Native American/Aboriginal
A=Arab
C=Chinese
F=Filipino
L=Latin American
J=Japanese
K=Korean
SA=South Asian
SEA=Southeast Asian
WA=West Asian
O=0Other
Responses (290) Number 1=Strongly Disagree
2=Disagree
3=Neutral
4=Agree
5=Strongly Agree
Scale Scores (19) Number
Reserved (3) 5 For internal use only. Set to zeroes when
creating the file, and do not modify when
editing.
If the field name has a number in parentheses, that field is repeated that number
of times. For example, there are 19 separate scale scores, each separated by a
field delimiter - a Comma in this case.
Tab Delimited File
Format (.TAB)

The Tab Delimited file format is the same as the Comma Delimited file format with
the exception that each field is separated by a Tab (ASCII #9) instead of a Comma.
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Fixed-Format ASCII
File Format (.TXT)
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The Fixed-Format ASCII file format contains extra fields which are not used by the
software but are kept to be compatible with scanning utility file formats, notably
those used by Scantools (R).

Field Name Width Comment

First Name 25

Last Name 25

Middle Name 25

ID Number 15

Age 2

Gender 1 M or F

Marital Status 13

Ethnicity 15

Client Type 36

Responses (290) 1 1=Strongly Disagree,
2=Disagree
3=Neutral
4=Agree
5=Strongly Agree

Scale Scores (19) 2

Reserved (3) 5 For internal use only. Set to zeroes when

creating the file, and do not modify when
editing.

If the field name has a number in parent.heses, that field is repeated that number
of times. For example, there are 12 separate scale scores, each of width 2.



Generating Report

When you create reports of selected respondents, each respondent is displayed
before the report is generated in the Generating Report window.
o= ]

G ti rt - Basic Report |
it el e i S 5

B EETATT

Last hame ISampIe Frocess?

First name ISam

! hiddle name I

ID nurber |1nnn

Al
Gender IM @ —
Age IF X Abort

Coupon lewel .. 8 Send Report To:

% Printer

Coupons remaining ... 12100 ~ PDF File

Frogress 0o

Generating Report window

Yes button
Click the Yes button to generate a report for the current respondent.

No button
The No button skips the current respondent and moves on to the next selected
respondent.

All button
Togeneratereportsforall of the selected respondents without further confirmation,
click on the All button.

Abort button

To cancel any further reports, click on the Abort button.
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Progress Indicator

The Progress Indicator location at the bottom left of the window displays the
progress for the report being generated. The number of coupons remaining is
displayed and updated as the coupons are used.

Send Report To

The Send Report To radio box allows you to choose where the report is sent.
This choice overrides the one made in the Printer Setup window for the current
report only. Click on Printer to send the report directly to the printer selected in
the Printer Setup window. Click on PDF File to save the report to a file. The Save
As screen will allow to enter a file name and select a location to save your file.

Confirm Processing

When you import respondent data and delete respondent data, you are presented
with similar windows: the Import Respondent Data window and Delete Respondent
Datawindow. From these windows you can choose to continue or abort processing.

T i - [ x|
Import respondent data - - .

il akdadakl )

Last name |Sam|::|le Import?

First name |Sam

o Yes

Middle name |

© ho

ID nurnber {1000

Gender |M A
Age |30 X Abort

Coupon Lewvel .. 8
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Import / Delete Respondent Data window

Yes button
Click the Yes button to continue processing the current respondent.

No button
The No button skips the current respondent and moves on to the next selected
respondent.

All button
This buttonis present whenthereis morethan onerespondentselected. To process
allofthe selected respondents without further confirmation, click on the All button.

Abort button

This button is present when there is more than one respondent selected. To cancel
any further processing, click on the Abort button.
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Help | About

11. Help Menu

Fromthe Help Menu, you may obtain detailed online help, learn to use the software
through an online tutorial, or display program status information.

The items in the Help Menu are:
About
Contents
Tutorial

Registered Mode

Demonstration
Mode

Server Mode

Client Mode

The content of the Help| About window depends on what mode the software is
running in:

Registered Mode

Demonstration Mode

Server Mode

Client Mode

The About dialog box displays version and status information about the SigmaSoft
for Windows Software. The button labeled Change allows you to change your
registration information, such as your company name or address.

If you have not registered the software, it will run in demonstration mode only.
When in demonstration mode, the About dialog box requests that you continue
evaluating the software by clicking Ok. You may register the software by pressing
the Register button.

The computer which was used to register the software will run in Server mode.
The mode in which the computer is operating is displayed in the title of the About
dialog box. This is the only computer on which coupons can be added or used to
generate reports.

Any computers attached to the Server computer will runin Client Mode (Network).
The /N parameter allows you to configure where the Server is located. In this
mode you can add, edit and delete respondents, and administer tests. You may
not generate reports or add coupons from this computer. The mode in which the
computer is operating is displayed in the title of the About dialog box.
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Help | Contents

This option displays the table of contents of the help file. From the table of contents
you can see an overview of the topics in the help file.

Help | Tutorial

The online tutorial helps you learn how to use the SigmaSoft for Windows Software
through sample lessons. You may begin by clicking on the word tutorial in the
online help file.
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Explanation of

12. Batch Processing

The topics in this section are:
Explanation of Command Line Parameters
Using Command Line Parameters in Windows

Command Line
Parameters
Tosimplify daily processing, the SigmaSoft for Windows software contains a feature
that allows you to tell it, when you start it up, which options you want to use. This
is done by adding switches to the command line used to start the software. An
example command line is: “C:\PROGRAM FILES\DAPP\DAPP.EXE /DOSEP0196 /
RB /P /X”. This example would open the database named SEP0196.DAT, generate
basic reports, print the reports, and then exit the program.
Thereisacommand-line switch for each of the most-used options on the SigmaSoft
for Windows Software menus. Many of the command-line switches also allow you
to specify the information, such as the name of the respondent data file, import
data file or export data file, required by the option.
Each switch can only be used once in a command line. Switches are processed
in the order given below. If a switch contains a <Filename>, replace this with the
filename you are using. For example, /DOCASEM will open a respondent database
named CASEM.DAT.
Command Switch Notes
Open new respondent database /DN<Filename> Will overwrite existing databases
without any warning. Uses the
default directory unless another
specified.
Open existing respondent database /DO<Filename> File must exist. Uses the default
directory unless another specified.
Import respondent data /I<Filename> Assumes extension of CSV if none
provided. Uses the default directory
unlessanotherspecified. Respondent
database must already be open.
Edit respondent data JE Selects all respondents in the

Administer DAPP

Respondent Database window and
calls up Edit Respondent window for
each.

/A Selects all respondents in the
Respondent Database window and
administers the DAPP to each.
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Generate Basic Report

Generate Data Report

Print report

Export respondent data

Exits program

Network mode

/RB

/RD

/P

/T<Filename>

/X<A>

/N<Path>

Selects all respondents in the
Respondent Database window and
generates a Basic report for each.

Selects all respondents in the
Respondent Database window and
generates a Basic report for each.

Sendsreportdirectlytoprinterselected
in the Printer Setup window.

Selects all respondents in the
Respondent Database window
and exports each to file. Assumes
extension of CSV if none provided.

/X automatically exits the DAPP
program when all of the above
commands have been executed. In
addition to exiting the program, /XA
automatically chooses the default
option in any dialog boxes that open
up during processing. Use this option
to completely automate processing.

Specify path of network server. If the
path contains spaces, enclose the
path in double quotation marks (").
UNC paths are not supported, drives
letters must be mapped.



Using Command
Line Parameters in
Windows

There are two ways to use the command line in Windows:

1. Permanently add the switches to the icon used to load the software:

i. Rightclick on the programicon, «— and select Properties.
ii. Select the Target tab.

iii. Add a space to the Target edit box, and then add any command line
switches. Note that if the text in the edit box is selected when you
start typing, it will be replaced. Press the End key once to remove
the selection while in the edit box.

iv. Click the Ok button.

2.  Run the software with command line switches one time only:
i. Click on the Start Menu.
ii. Select Run.
iii. Type in the full path of the DAPP program, for example:
C:\PROGRAM FILES\DAPP\DAPP.EXE with a space at the end.

iv. Tothe same line, add any command line parameters and then press
the Ok button.
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Administration

13. Troubleshooting

The error message will give you an indication of what went wrong and how you
may be able to correct the error. You may wish to refer to the Troubleshooting
section to fix the error yourself. Try the operation again to see if it produces the
same result.

If you wish to call technical support, please record the error number and the
circumstances under which the error happened. If possible, call from a phone near
the computer so that any assistance given can be tested immediately.

The topics in this section are:
Administration
Client mode
Coupons
Editing respondent data
Exporting reports and respondent data
Generating reports
Importing respondent data files
Keyboard usage
Memory
Missing files
Mouse usage
Network
Opening files
Password
Printing
Registration
Saving files
Saving reports

Exit all unnecessary programs before administering the assessment from the Edit
Respondent window. This includes programs that have the Always on top mode
set. These programs will remain displayed while the assessment is administered,
distracting the respondent. For example, help files or clock programs often have
this mode set.

Whenever you edit a respondent’s data, or administer the DAPP-BQ, the changes
you make are stored in a file called BKddhhmm.CSV, where dd is the date, and
hhmmis the hour and minute the file was created. If your computer crashes or you
forget to save your changes, all is not lost. Simply import this file to retrieve your
latest changes. More information on importing can be found in the File|Import
section. To enable or disable file backups, refer to the Options | Program section.

If you have problems starting the administration or viewing the test instructions,
you may need to change the administration font. See the Administration Font
section under Options | Administration.
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Client mode

Coupons

Editing respondent
data

Exporting reports
and
respondent data

Generating reports
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When you are running the software on a network in client mode (as opposed
to server mode), you may edit and manipulate respondent data, and generate
reports, but you may not use coupons. This means you may not generate a report
for a respondent with a coupon level of less than the number required for the
report you wish to generate. When configured properly, the Help | About screen
will display Client Mode (Network).

If your software has been registered, and suddenly comes up in Client Mode, or
you cannot generate reports due to a coupon protection error, your files may have
been moved due to a disk defragmentation utility, such as Disk Defragmenter in
Windows. You will need to re-register your software to regain your coupons. To
prevent this from re-occuring, make sure your defragment software does not
move hidden and system files, or run a Defragment Files Only and do not run a
Full Defragmentation.

If you need to remove coupons to add them to another computer or move the
software to another computer, contact technical support.

If the title of the startup screen contains the words Client Mode then you may
not use coupons from that computer. You can only use coupons on the computer
displaying Server Mode. If you do not have a network, the computer will always
run in Server Mode.

If you cannot open a database or record, it may be in use over the network. If so,
try later when the file or record becomes free.

Ifthe database becomes excessively large, you may notice slowdowns when editing
respondents. Create a new database if this is the case.

Ifthe diskisfull or write-protected, refer to the Saving files section. Datais exported
to the import directory shown in the Options | Program menu option.

See also: File| Export

Ensure that you have enough coupons to pay for the report you wish to generate.
If not, you may need to add coupons. The software must be registered before you
can generate reports.



Importing
respondent data
files

Keyboard usage

Memory

Missing files

Mouse usage

Network

Opening files

Files are imported from the import directory as listed in the Options|Program
menu option, butyoumay change thistoanydirectory temporarily or permanently.
Change the List files of type list box to the type of file you wish to import. The file
extension (.BPI,.CSV, .TAB, TXT) must properly reflect the type of file beingimported.
If no records are imported, it may be that the file is not in the proper format.

See also: File|Import

For the most part, you can press only the key corresponding to a letter underlined
on a button. However, if you are in an edit field or another part of the window,
you may have to use the Alternate combination. For example, if O is underlined,
press and hold Alt, and press O.

You need at least 4 megabytes of RAM installed in your computer to run this
software. If you are running out of memory, exit other programs and try again.
Consult your Windows manual on how to increase virtual memory if necessary.

Refer to the list of files used by this software. If any are missing, you may need to
reinstall the software. If you have registered the software or added coupons, they
will be preserved, provided you reinstall to the same directory.

When clicking on a button, ensure that the mouse is released before moving off
the button completely, otherwise the button may not work.

A peer-to-peer network (such as Windows networking) is required to run the
SigmaSoft for Windows Software.

If you are experiencing write errors, ensure that the server computer is allowing
full read/write access to the client computers, and that you are using a mapped
network drive.

If you cannot open a file, check the spelling of the file, or choose from the file
open dialog box. Ensure that the file is not already in use if you are on a network,
and if so, try later when the file becomes free.

See also: File|Open
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Printing

Registration

Saving files

Saving reports
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Ifyou have forgotten orlost the start up and administration password, call technical
support to obtain a temporary password to gain access to the program. Use the
Options| Program menu to re-enter the password. Temporary passwords will only
be given to registered users.

See also: Options|Program

Refer to your printer manual or the Windows manuals for problems with your
printer. Check that the cables are properly connected, and that power is applied
to the printer. Also check for a paper jam or paper tray empty.

If pages are not formatted properly, it may be due to the font size or type. Select
a different font or font size, or adjust the margins.

See also: File|Print, Printer Setup, Options|Report

Registration may be performed only on a local drive on a local computer, you may
not register on a drive that is on a network location.

Ensure that you are entering the proper password when registering the software.
If you enter too many incorrect attempts, you will no longer be able to use that
password, and must obtain a new password.

If you cannot save a report file or database to disk, the disk may be write-protected
(if a floppy disk) or full. Use the windows file manager to check for disk space,
and remove any files in your TEMP directory if necessary to free up some space.
If it is a write-protected floppy disk, remove the protection, or use a disk that is
not write-protected.

If you are on a network, you may not have save privileges to a disk drive, and may
have to use your local drive to save data. You can change the default directories
in Options|Program.

See also: File| Export, File|Save, File|Save As

If the disk is full or write-protected, refer to the Saving files section. Reports are
savedtothe Output Directory shownin the Options | Program Program Directories.
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14. Files Used by
the Software

Listed below are the files needed by and created by this software:

DAPP.EXE
DAPP.HLP

BK*.CSV

DAPPADMIN.CDN,

Main executable software
Help file

Backup files containing saved responses from the most

recent administration.

DAPPADMIN.USA  Administration files for CANADA and U.S.A.

CONFIRM.TPL,
CONFIRM.TXT

COUPON.TPL,
COUPON.TXT

DL*.CSV

REG.TPL,
REG.TXT

SAMPLE.DAT

SIGMADAPP.DAT

KEYHOOK.DLL,
KEYLIB32.DLL,
MACHNM1.EXE,
TOC.OCX,
TER.DLL,
UNSIGMA.EXE

Coupon removal confirmation template and form.

Coupon order template and form.

Backup files containing respondents most recently

deleted from a database.

Registration order template and form.

Sample respondent database file.

Protected files, do not modify, delete or move.

Library files common to all SigmaSoft for Windows
Software.

Here are the common file extensions used by this program:
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* DAT
*.CSV
* RTF
*TAB
*TXT

Respondent database files.

Comma delimited import/export files.

Rich text report files.

Tab delimited import/export files.

Text report files or fixed format import/export text files.
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Uninstallation for
Windows

15. Uninstallation

When the SigmaSoft for Windows Software is installed, it sets up an uninstall
method to simplify removing coupons and all program files that were added to
your system. You will need to uninstall your software so that you can reinstall it
on another computer if you want to change the computer on which you generate
your reports.

The topics in this section are:
Uninstallation for Windows
Remove Registration

1. From the Start Menu, select Settings.
2. Select Control Panel.
3. Select Add/Remove Programs.

4. From the list of programs installed, select SigmaSoft DAPP for Windows, and
click the Add/Remove button.

5. Pressthe Ok button to continue uninstall, and press the Yes button to confirm
uninstallation.

6. Proceed to the Remove Registration section.
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Remove
Registration
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1. After uninstallation, the Remove Registration window is displayed.

Remove Registration

Before you can uninstall this software. you must unregister it. Remove?

To unregister. you must contact us at one of the following

locations:  Now
In the United States:
Sigma Assessment Systems @ 1-800-265-1285 O Later
In Canada: _
Research Psychologists Press & 1-800-401-4480
Elsewhere: X Cancel

Research Psychologists Press @& 1-519-673-0833

When you provide us with the information below. we will
provide you with an unregistration password.

It you cannot contact us by phone. click the Later Button to
print a form that can be faxed, mailed or emailed to us.

Validation Code |m_m_xm

Current Coupons |1 0000

Serial Number |X}(}(}(}(

Password |

2. Follow the instructions in the Remove Registration window to obtain the
unregistration password.

3. Enter the unregistration password in the Password edit box.

4. Press the Now button. The Registration Password window is displayed next.

Registration has been removed S

am i Adnheelt. o o bk

Registration has been removed. To receive credit for

the coupons removed along with the registration. Action
please record the numbers below.
Serial Number |}<}(}(}<}(}<}<}<}<}<}<}( . Record
|
| Password Used |X}(}(}(}(}(}(}(}(}(}(}( j'LQIuse
| Coupons Removed |1 0000
Confirmation Number |W




Record the confirmation number on paper. Press the Record button to save
the confirmation number to disk.

You will be asked if you wish to print out the confirmation number, answer
Yes if you wish to do so.

Give the confirmation number to SIGMA to record a credit. If you are moving
the software to another computer, contact SIGMA after you have re-installed
the software and are ready to register. You may then add back the credited
coupons.
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Browse box

Button bar
Check box
Clipboard

Comma delimited

CONFIRM.TXT

16. Glossary

The browse box allows you to select a directory. Double-click on a folder to open
it and display the sub-directories. Use the scroll bar to display folders past the end
of the box. Double-clicking on an open folder closes it.

B Lt e | et

IEr SlmaSDﬁfDerdDws

OO DATA,
O IMFPORT
O OUTRUT

The button bar sits just below the menu items, and contains frequently used
speed buttons to be used with a single click of the mouse. If you move the mouse
overtop a button and let it rest for a moment, a brief description of the button is
displayed. If a button is not available for the current operation, it is greyed out.

A check box is a box in which you place a check mark by clicking the empty box
when you want to enable it. To disable the function, click the check mark again
to remove it. A description of what the box does lies to the right of the box itself.

[T Check password at program stant

The clipboard is a temporary container for text or other objects which can then
be pasted or copied to another location.

Comma delimited files are saved with each field separated by a comma, and each
record separated by a carriage return. File extension is .csv.

The CONFIRM.TXT file contains the Coupon Removal Confirmation Form for use
when faxing, mailing or emailing a request to remove coupons for transfer to
another site or computer.
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Coupon level

The coupon level of a respondent refers to how many coupons have been spent
onthatrespondent. When first added, each respondent is assigned a coupon level
of zero (0). Each time a report is generated for a respondent, his or her coupon
level is set to the number of coupons required by that report. Once a coupon level
has been assigned, you may generate additional reports of the same or less value
without using more coupons.

Coupons

Each report has a price, in coupons. Before you can generate a report, you must
purchase enough coupons to pay for that report. These coupons are electronic in
nature. When you purchase coupons, you receive a password. This password adds
the number of coupons you have purchased to the protected counter installed
on your computer. When you generate a report, coupons are subtracted from
that counter.

COUPON.TXT

The COUPON.TXT file contains the SigmaSoft Coupon Order Form for use when
faxing or emailing an order for additional coupons.

Dialog box

Adialog box is a window which usually contains Ok and Cancel buttons, or Yes and
No buttons. It displays information or asks for more information before continuing.
Click the Ok or Yes button to continue with the current operation. Click on the
Cancel or No button to stop the current operation.

report e~ T e
oelectreporttype .

¢ Basic report (8 coupons)

" Data report (£ coupons)

o 0K X Cancel

Drive icon

The drive icon allows you to select a drive. It is similar to a list box except that it
displays all available drives. When you select a drive, the browse box changes to
display the folders in the new drive.

|EI|:::[| _:J
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Edit box

Fixed format ASCII

Highlighting

ID Number

List box

Radio box

In an edit box you type in numbers or characters. You may use the cursor or mouse
to select and delete text within the edit box.

FPassword

Fixed format ASCII files are arranged so each field is exactly the same length in
each record, and each record is contained on one line, separated by a carriage
return. File extension is .txt.

A button is highlighted when a dotted line appears along the inside borders of
the button.

The ID Number of arespondent allows youto assignanumber to use for confidential
purposes. Use a unique number for each respondent, or no ID Number at all.

A list box allows you to choose from a list of items. Click on the down arrow to
show the list and select an item from the list.

List fFiles of type:
Rich Text Files (~.RTF) -|

Hich Text Filez [*.BTF
Text Only [*.TXT]

Hyper Text Filez [*HTH]
All files [ BTF_ = TXT.= HT

A radio box contains more than one radio button. Clicking on a button releases
all other buttons, leaving only one selected.

" English (U.5.A)
¢ English (Canada)
" French (Canada)
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REG.TXT

Respondent data

file

RTF file

Save dialog box

Selection

Status bar

Validation code
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The REG.TXT file contains the SigmaSoft Registration Form for use when faxing or
emailing a Windows Software Registration form.

A respondent data file is a special file used by this program to store respondent
demographic information, responses to the DAPP-BQ items, as well as scoring
information. Respondent data files should not be printed and cannot be accessed
by other programs. By default, respondent data files are stored in the respondent
data file directory listed in the Options|Program window.

An RTF file is a Rich Text Format file which retains font sizes, and character effects
such as bolding, italics and underlining. It can be read and written by many word
processing programs.

The save dialog box allows you to define the directory and file name in which
the data will be stored. You may select a different output format by changing the
list box labelled “Save file as type”. Click on the Ok button when you are ready
to save the file.

To select an item, click on it or press the space bar when the item is highlighted.
You can select a range of items by holding down the Shift key while selecting. You
canselectand deselectindividual items by pressing the Ctrlkey and selectingitems.

| — 1 (inluliuiakl

A status bar at bottom left shows the number of the currently selected records,
the total number of records, and the number of selected records.

The validation code is provided by the SigmaSoft for Windows Software during the
registration process. This code is given to SIGMA who then provides a password
to register your software.
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