Using Cellular Life Forms
Tutorial written by: Danielle Frantz
February 23, 2010
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This tutorial will teach an IUCRC center administrator how to use the SMS evaluation capability available in Life Forms Version 2. Prior to reading the manual, it is advised that you visit the Life Forms Version 2 website and familiarize yourself with the new layout of the website.   The website URL is:
http://danielle.rkfrantz.com/isl
The topics covered in this tutorial are:
· Registering as an Administrator
· Creating a Meeting Entry
· Creating a Project Entry
· RSVP’ing to a Meeting
· Sending the Meeting SMS
· Retrieving SMS Evaluations
Concept behind the v2.0 LIFE Form site and the SMS-based CellularLIFE forms
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The v2.0 of the LIFE Form website provides additional features to the v1.0 site (which will also be made available for those who do not wish to take advantage of these new features).  The new v2.0 allows the IAB member to edit submitted LIFE Forms and provides added security by requiring IAB member and administrator login.  Additionally, it provides the ability for IAB members to evaluate projects from their cell phones via SMS text messaging in situations where access to the Internet is not available at the meeting site.
In general, the meeting administrator must set up a meeting and define the projects to be presented therein ahead of time, when Internet access is available.  This can be done at leisure, weeks ahead of the meeting date if desired.  The administrator and all IAB members and other evaluators must register ahead of time and be provided with a login and a password.  IAB members must select meetings in which they are to participate and RSVP to those meetings.  The administrator, if he/she so chooses, may select a meeting password to maintain secure access to the meeting information and ability to evaluate projects.  The IAB member attending the meeting will then need this password from the administrator in order to RSVP to the meeting.   
The text messaging feature (CellularLIFE) requires that all potential evaluators at this meeting provide their cell phone number and service provider.  This can be done through the LIFE Forms v2.0 website and must be done prior to the meeting.  CellularLIFE Forms does not require a wireless plan or cell phone number to be purchased by anyone. SMS text messages are sent and received online through the SMS Gateways of each of the various service providers used by the evaluators (IAB members). The major cell phone providers each have their own gateway. Therefore, if the cell phone number and provider name to which you want to send an SMS message are known, one can easily send the message through an email address. Cellular Life Forms uses this method to send the message to the phone number of the registered IAM member (the user). The SMS Gateway connection for the appropriate provider of the specific IAB member wishing to submit an evaluation is then established, and messages can be sent and received through the Gateway of the user's cell phone provider. 
An evaluation via SMS can be made by the IAB member replying to a text message sent by the service provider gateway in response to action taken by the meeting administrator.  The evaluator must use a very specific format to provide her/his evaluation.  This is discussed in detail below.  
Registering as an Administrator
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The first step to using Cellular Life Forms is for the meeting/center administrator to register on the Cellular Life Forms Version 2 website as an administrator.  Below in Figure 1 you will see a screen shot of the home page for v2.0 of the LIFE form website.  
Note: If no internet service is to be available at the meeting site, this must be done prior to arriving at the meeting site.  Otherwise, the necessary set up for the CellularLIFE feature will not work.  It can be done at any time prior to the meeting, even weeks before.
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<Figure 1 - LIFE Form Home>
The steps to register by the center/meeting administrator for the first time are described below:
1. From the LIFE form home page of Figure 1, click on Admin Registration. The Admin Registration link is located in the linkbar at the top of the page, directly underneath the Life Forms logo. See red arrow in Figure 1 above.  
2. Fill out the form completely to create an account. Note that the Cell Phone Number is optional. However, without entering this number, you will not be able to evaluate using SMS (CellularLIFE).  The administrator is also capable of submitting SMS-based reviews if desired.  Therefore, in this manner, he/she is treated the same as an IAB evaluator.
3. Click on the Register button at the bottom of the form. If all of the information was entered correctly, you will be redirected to the Admin Login screen.
4. Login using your newly-created Username and Password. You are now in the Admin section of the LIFE form website. The Screen has three options: My Meetings, My Evaluations, and My RSVPed Meetings.  Figure 2 depicts this page.
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<Figure 2 - LIFE Form Admin Section>
Creating a Meeting Entry
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After you have successfully created an Admin account and logged into the Admin section, you will need to create a meeting entry for your upcoming meeting. This process is very similar to the old version of Life Forms.
1. From the Admin section of Life Forms, click on My Meetings. (The My Meetings tab at the top of the Admin section should now be highlighted).  See Figure 3.
2. Click on Add a Meeting, located in brackets in the center of the page.
3. Complete the form with your meeting information.  See Figure 4.
4. Click the add button at the bottom of the form. If all of the Information was entered correctly, you will be directed back to the My Meetings page. Your meeting should now be displayed with the correct date, center and university. It should also have the options View, Edit, and Delete, which are self-explanatory.
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<Figure 3 – My Meeting page>
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<Figure 4 – Information necessary to define a meeting>
Creating a Project Entry
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After you have created your meeting, you will add the necessary projects to your meeting. This list can also be updated at a later time if desired, but access to the Internet is essential, so be aware of this if no Internet access is expected during the meeting.  The steps to create are project are much like those taken in the old version of Life Forms. 
1. From the Admin page of the LIFE Forms website (Figure 2), click on My Meetings. (The My Meetings tab at the top of the Admin section should now be highlighted).
2. The meeting that you created should be listed in this section. 
3. Click on View, located in brackets to the right of your meeting. You should be redirected to the project list for your meeting.  See Figure 5.
4. Click Add Project, located in brackets at the top of the page, below the meeting date.
5. Complete the form with your project information.  See Figure 6.
6. Click the Add button located at the bottom of the form. If the project was entered correctly, you should be taken to the My Meetings page. If you once again click on View, your project will now appear in the project list along with the correct Title, PI, University, Admin-Specified ID and the options to review, edit, or delete your project.
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<Figure 5 – Meeting project list>
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<Figure 6 – Information required to define a project to be evaluated>

RSVP’ing to a Meeting
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The RSVP function is new to Life Forms. If an IAB member wishes to attend and evaluate projects at a specific meeting, he/she must first RSVP to that meeting. The IAB member can do this by first registering for a LIFE Forms user account through the User Login feature of the home page (Figure 1), and thereafter completing the following steps.
1. From the Admin page of Life Forms website, click on My RSVPed Meetings. (The My RSVPed Meetings tab at the top of the Admin page should now be highlighted).
2. Click on View Available Meetings, located in brackets at the center of the page.  Of course, the meeting to be RSVP’d must have already been defined by the meeting/center administrator.
3. You will be directed to the Life Forms home page where there is a list of Open Meetings. 
4. Click on RSVP located to the left of the meeting that you wish to RSVP to. See Figure 7. If the meeting requires a password, you will be directed to a page prompting you to enter the password.  See Figure 8.  The password must be provided by the meeting/center administrator ahead of time.  This will provide a measure of security to the evaluation process. However, if the center/meeting administrator so determines while setting up the meeting, a password will not be required. See Figure 4. If no password is required, the Password field should be left blank. If a meeting does require a password, the meeting administrator will need to give the password to IAB members before they can RSVP for the Meeting.
5. If you successfully RSVPed, you will be redirected to the My RSVPed Meetings section. Your RSVPed Meeting will now be listed along with the Date, Center, Host University, Admin, and an option to Send SMS.
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<Figure 7 –  RSVP to a meeting>

<Figure 8 – Password Prompt>
Sending the Meeting SMS

The Send SMS button on the My RSVPed Meetings Page sends an SMS message to the user that allows him/her to reply to the message with their evaluations. This message can be sent at any point prior to the meeting or even during the meeting if there is Internet access. The IAB member must leave this message in her/his cell phone SMS inbox, as replying to it is the only way to submit an evaluation.  This can be done as follows:
1. From the Admin section, after one has logged on, click on My RSVPed Meetings. The My RSVPed Meetings tab at the top of the Admin section should now be highlighted.
2. Locate the meeting that you wish to evaluate via SMS text messaging. 
3. Click Send SMS, located to the right of the meeting.  See Figure 11.
4. A Message will then be sent to your phone prompting you to reply to the message with your evaluation. 
5. Evaluations are made by replying to this message.  You should save this message and reply to it as many times as you want with different project evaluations. All messages must be in the correct format, or else they will not be processed. The format is listed in Figure 9. The evaluation and relevance translations are listed in Figure 10.
<Figure 9 – SMS Evaluation Format>

<Figure 10 – SMS Evaluation and Relevance Translations>

<Figure 11 – Send SMS link on My RSVPed Meetings Page>
Retrieving SMS Evaluations

After the meeting is over and all evaluations have been sent in, the SMS messages will not automatically load to the database. The meeting/center administrator in charge needs to login and click a button on the website to retrieve all of the SMS text messages and input the information into the database.  This is done as follows:
1. From the Admin section, click My Meetings. The My Meetings tab at the top of the Admin section should now be highlighted.
2. Click on Get Evaluations (CLF), located in brackets directly underneath the Add Meeting option. The evaluations may take a few minutes to load depending on the number of evaluations submitted.
3. Once the page is reloaded, the cellular evaluations will be automatically entered into the database. To view the results of these evaluations, click on the View bracket next to the desired meeting.
4. Locate the project for which you wish to view the results.  See Figure 0.
5. Click on the Review button located to the right of the desired project. The evaluations from both online evaluations and SMS-based evaluations will now appear in the project statistics.  See Figure 10.



<Figure 12 – Get Evaluations>

<Figure 13 – Project Evaluation Results Summary>
You have successfully completed the administrator tutorial for Cellular Life Forms. If you still have questions, contact us at Life@isl.ucf.edu 

