Qualitative Discussion Guide Example (OLFG)
The first table is an example. You can use it or the second table for your own use (best make a copy first).

· To demote a topic to a question, place the cursor in the "Label" field and hit the ALT-SHFT-RIGHT ARROW keys

· To promote a question to a topic, place the cursor in the "Label" field and hit the ALT-SHFT-LEFT ARROW keys
· Write or paste your topic name or question in the "Text" field

· If you have a whiteboard associated with the question, enter its URL and a description (optional)

· If you want this question to be postable, enter a "yes". If not, enter a "no" ("no" is recommended for Topics)

· Use the TAB key or SHFT-TAB to move between cells

· Using TAB in the last cell will create a new row with the next number already created

· To format one topic like in the example (Arial font 20, 5% grey, with a "no" in the postable field), place your cursor in its first-column cell and click on the "FormatTopicQuestion" button on the Itracks toolbar (if you can't see it, click on View/toolbars/Itracks)
· To format one question like in the example (Arial font 11, no shading, with a "yes" in the postable field), place your cursor in its first-column cell and click on the "FormatTopicQuestion" button on the Itracks toolbar. 
· This guide includes a macro that will search and replace styled text (bold, italics, and underlined) with the equivalent HTML tags that can then be uploaded to Itracks. To use it, put the cursor in the "Text" column, and click on the "Format_HTML" button.
· This guide includes a macro that will format the table as a text file and save it with UTF8 encoding to the location c:\itracks\olfgupload.txt AND OVERWRITE ANY FILE WITH THE SAME NAME. To use this macro, ensure that the guide table is the only thing in the document and run the macro ConvertTabletoTab. Close the file in Word. You can then upload the txt file from the Itracks software.
	Label
	Text
	URL
	URL Description
	Postable

	1. 
	Introduction
	
	
	No

	1.1 
	Good evening, and welcome!
	
	
	Yes

	1.2 
	My name is Pierre, and I will be your moderator for tonight.
	
	
	Yes

	1.3 
	Let's start off by introducing ourselves... please tell us your first name, where you live, and where you took your last vacation trip.
	
	
	Yes

	2. 
	First topic
	
	
	No

	2.1 
	Now, I'd like to change topics a bit...
	htttp://www.pbelisle.com
	
	Yes

	2.2 
	Another question
	
	
	Yes

	3. 
	Another topic
	
	
	No

	3.1 
	Last question
	
	
	Yes
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