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GENERAL DIRECTIONS

COLLECTING LANGUAGE SAMPLES

Two kinds of speech samples
1. Open-ended language samples

* Language samples based on open-ended interviews
2. PSYCHS language samples
» Language samples based on the PSYCHS clinical interview

Directions
Collect both kinds of interviews from each subject.
Record samples over Zoom (“Remote Collection”) or on-site (“In-person”), as described below.
Consult the first half of the document for ProNET and the second for PRESCIENT.
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1. PRONET

1.1 OPEN-ENDED LANGUAGE SAMPLES - REMOTE COLLECTION

1.1.1 Equipment and Preparation
Equipment needed

1 laptop computer/mobile device with stand with front facing camera for both interviewer and interviewees.
- Itis important that the device be able to sit on a stable surface to minimize camera movement when collecting
face data.

Zoom application installed (requirements will vary based on type of device — see Zoom download page for appropriate
version: https://zoom.us/download).

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne should always be used to
create meeting links for speech samples.

Preparation

It is best to email your participant the day prior to ensure they have these requirements met as well as a quiet place to sit
that will minimize background noise and interruptions. This can be hard while many people are at home during the Covid-
19 pandemic and it is important to be flexible with hours, therefore.

Inside the Zoom meeting, make sure the Interviewer’s name is changed to
“Interviewer” and the participant’s name is changed to “Participant”. This

Rarticipants (1)

can be done by selecting Rename under “More” under their name in the @ Zarina B... (Hostune) (YT
“Participants” section; or by right-clicking on the Renane
person’s image, then selecting Rename. ° Rename Add Profile Picture
O Rename yourself “Interviewer” FisLnew name here:
[Interviewer [OR] Participant ]

O Rename the participant “Participant”

Before you start, you will want to change some items in your Recordings settings. This only needs to be completed on the
interviewer’s laptop.

Leave Computer Audio

1. Open the settings in your Zoom application.

Audio Settings...

O Click the arrow next to the Mute button and select Audio Settings...

2. Go to Recordings on the left-hand menu page and make sure you’ve selected the

following: e Settings

O Record a separate audio file for each
participant. This is ideal when you will
be performing acoustic analyses,

Local Recording

Video Store my recordings at:| [ /Users/zarinabilgrami/OneDrive - Em... Open

599.42 GB remaining

because you are interested in the two
. Choose a location to save the recording to after the meeting ends
speakers separately and won’t have to share Screen
. Record a separate audio file of each participant @
splice the files later. o
Display participants' names in the recording

O Add a timestamp to the recordings Background & Effects Optimize for 3rd party video editor @

makes it easier to ascertain where Adda timeatamp ta'the ecarding: @

-

speech is in a transcript.

When the subject has joined the Zoom call, you need to ensure you BOTH have changed some settings before you begin.
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3. Once in settings, go to Audio on the left-hand menu page. Scroll down to Microphone section.

O Uncheck the box that says,
“Automatically adjust Microphone
microphone volume.”

Test Mic Built-in Microphone (Internal Microphone) v

O Check the circle that says,

“Original Sound for Input Level:

musicians.”

Input Volume: B o)

O Uncheck the boxes “High- B

ﬁdelity music mode,” “Echo ) Automatically adjust microphone volume

can?el’l’atlon and “Stereo Audic Protile

audio.

4. Ifa participant is using their phone, Zoom optimized audio (recommended for most users) ®

many of these options are not
available. Some things to request if

they are uSing a phone are. Displays in-meeting toggle to switch between Zoom optimized audio and
Original sound for musicians

O Original sound for musicians (recommended for studio environments) @

a. Try to find a way to keep the
phone as still as possible for High-fidelity music mode @
optimal video recording.

b. If this means leaning the phone
against something, test the audio
to ensure this is not obstructing
the microphone, which is on the
bottom of an iPhone, for example.

c. Prompt them to use headphones with a microphone, if possible.

Echo cancellation ®

) Stereo audio @

5. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@ Original Sound for Musicians: On

Speaker

v Gallery

Hide Self View

6. Ensure that yours and the participant’s videos can be seen side-by-side.
O Under View, select Gallery.
7. To record the interview, press the record button on the bottom of the screen and select Record to this Computer.
This is the only way to get audio streams recorded separately. Please first ensure your computer is encrypted.

Y 4
™ Record on this Computer

Record to the Cloud

$ ~ Wi & a . o @

Start Video Security Participants Chat

8. Itis important to wait until both people have joined the call to begin recording for correct audio recording

syncing. You should also describe the plan for the session before recording — we only want to capture the
interview itself.

O Initiate recording.
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9. Ifyou experience echo after turning on Original Sound, both you and the subject should turn Echo Cancellation

back on (re-check the box under Audio Settings).

10. If you need to interrupt the recording for any reason, press Pause Recording
to ensure that Zoom generates only one video file for the interview.

1.1.2 Filling out the Run Sheet

1. Navigate to Yale REDCap to fill out the run sheet for collecting speech samples.

ID

AMP-SCZ Form Repository ¢:

26821

REDCap

Pause/Stop Recording

@ Logged in as zbilgrami | Log out Actions: | 7 Modify instrument | % Download PDF of instrument(s) 18 Video: Basic data entry
My Projects .

® REDCap Messenger ) = Speech Sampling Run Sheet

Project Home and Design = _’ Editing existing Record ID LA12339. ()

ﬁi SolCCHBOmE R SIDjeCS e D Event: Baseline (Arm 1: CHR)

[# Designer - @ Dictionary - B Codebook

& Project status: Development Record ID LA12339

2. Fill out all fields you are able to prior to the start of interview. During or directly after the interview (i.e., while

Zoom files are downloading) complete the rest of the form.
If you do not see a Record ID (LA12339 above) affiliated with the form, be sure

you have assigned this ID in

their Informed Consent form. If you do not complete this step, you will not be able to upload files for

transcription.

REDCap

s zbilgrami

AMP-SCZ Form Repository  rio 26521

Actions: | T Modify instrument | % Download PDF of instrument(s)

@ Logged
My Projects
® REDCap Messenger )

Log out

= Informed Consent

Project Home and Design . Editing existing Record ID LA12339. ()

4 Project Home - 7= Project Setup

Event: Screening (Arm 1: CHR)
[# Designer - @1 Dictionary - B Codebook

& Project status: Development Record ID LAvll 2?3?
Data Collection - Record Home Pag
REDCap Username:
&3 Survey Distribution Tools & e EE
R R ] T e o must provide value
Scheduling Record ID LA12339
senerate schedules for the calendar
u i your defined event: :
i## Record Status Dashboard Date of Consent 2022-03-01

View data collection status of all records

i Video: Basic data entry

8¢

This should be the participant's AMP SCZ ID

-

Today

Once the software is configured and the run sheet is filled in, the interview can be conducted.
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1.1.3 Eliciting Open-Ended Language Samples

After the preparatory steps above are completed and the participant has arrived, you may begin with the opening script:

“First, 1'd like to thank you for taking the time to talk with me. Like I mentioned, our conversation will be recorded for
analysis. This interview is different from the other interviews we do. I would really like to get to know you and learn what
vour life is like. So, how have things been going for you lately?”

Continue with elaboration questions: restate or rephrase part of what they say as a question to prompt elaboration or
prompt them with a follow up question such as, “What is/was it like to [...]?”

General notes and pointers:

The main goal is to have subjects speak freely without interruption and to show that you are listening and are interested in
what they are saying.

You are trying to elicit stories that are meaningful in the subject’s life. The depths of these stories are more important,
rather than the number of stories you can elicit. Ideally, the interviewer disappears into the story; it may help to avoid
phrases like “tell me”, which draw attention to the interviewer. However, sometimes it can help to put yourself into the
conversation to express understanding and empathy.

You can always reiterate what the subject says. Reiterating what they say as a question can help them to elaborate. Make
an effort not to derail or redirect the flow. If they are bringing a theme to the conversation, it is best to follow it. Leading
questions are best, and yes/no question should be avoided.

Try to make the subject know they are being heard. You can do this by acknowledging the emotion behind the story,
mirroring what they have said, and expressing gratitude for their openness.

Sometimes subjects may speak in a way that the interviewer finds confusing. If you lose track of their train of thought,
you can request help by saying, “I want to make sure I follow you, can you help me understand...”

If someone stops speaking altogether, you can repeat what they last said as a question, or even look at them expectantly,
but being comfortable with silence is important too. Often people are formulating their thoughts and will continue after a
pause.

To review training materials for conducting open-ended interviews, please visit: https://drive.google.com/drive/folders/1-
wOMtm9xMQhLYsyP7yMMDd3UJRSTCEGj

To end the interview, you may use the following statement:

“Thank you so much for taking the time to talk with me [or thank you for sharing with me]. I'm going to stop the
recording now.”
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1.1.4 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording
and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be a video file, an audio-only file, and another folder that includes diarized
speech, labeled Audio Record.

1. The files should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents » Zoom

[J Name Status Date modified Type
55
2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting @ 10/11/2023 11:27 AM  File folder
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting © 10/11/2023 11:25 AM  File folder
e 2023-07-12 10.46.44 Research interview © 10/11/2023 11:25 AM  File folder
ds 2023-07-14 14.31.05 ME00036 (© 10/11/2023 11:25 AM  File folder

2. Drag or copy-and-paste the entire downloaded Zoom folder containing the audio and video files to the
appropriate folder on Box. Do NOT change or adjust the default Zoom filenames. Filenames must remain as
they are from Zoom to be detected by the pipeline. At the highest level, the directory structure on the network
drive specifies the research network and site (e.g., PronetY A for ProNET at Yale). At the second-highest level,
the directory structure specifies different datatypes: actigraphy, EEG, and interviews. At the third-highest level,
the directory structure specifies the research site and the subject ID (e.g., YA29023). At the next level, the
directory structure specifies interview type (e.g., open, PSYCHS). Place the folder containing the open-ended
interview in the “Open” subdirectory.

PronetYA_Interviews
OPEN
YA29032
YA12945
YA49122
2021-07-14 20.45.06 Matt Damon’s Zoom Meeting 98126937659
2021-07-14 20.49.33 Ben Affleck’s Zoom Meeting 94134392847

t: > PronetYA_Interviews > OPEN > YA29023

Name Updated v Size
22 2021-12-10 16.01.56 Zarina Bilgrami's Zoom M... Dec 13, 2021 by Philip W... 9 Files
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1.1.5 Transcription Review

You will be asked to review certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or PII
in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box in the transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

All Files|> PronetYA_Interviews e

Name Updated v Size s 0

2: transcripts Mar 21, 2022 by Angela N... 6 Files
s, ;

288 PSYCHS Mar 1, 2022 by Angela Nu... O Files
[N A

22 OPEN ®) Jan 18,2022 by Angela N... 8 Files

1. Open the For review folder within the transcript folder and download each newly added document using a text
editor (i.e., Notepad, TextEdit).

If you see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}

Once reviewed, upload the edited file to the Approved folder. Do not rename the document (i.e., keep it the same
as it appears in For review) regardless of whether you make changes within the document. Simply move the
edited transcript document (not the folder) from For review to the corresponding subject’s folder in the

pproved folder once you have made necessary adjustments.

emove the original text file from the For review folder. Nothing should remain in subject’s folder under For

review after this.
Remove the original text file from the For review folder.

Il Files > PronetYA_Interviews > transcripts - ™
Name Updated v Size H- 2
P N
22 For review £ Mar 21, 2022 by Angela N... OFil | eee 2 Share
i g
L .
22 Approved Mar 21, 2022 by Angela N... 6 Files
t: > PronetYA_Interviews > transcripts > For_review & & > PronetYA_Interviews > transcripts > Approved - &
Name ~ Updated Size > Naw Updated v Size LR
B8 vaooo1s Mar 21, 2022 by Angela N O Files B8 yaooo1s £ May 16, 2022 by Angela ... 2Fi «s @ | Share
B8 vA00037 May 16, 2022 by Angela j Files . B8 Yaoo037 May 16, 2022 by Angela 1 File
B9 va29023 Mar 21, 2022 by Angela N 0 Files T YA29023 Dec 21, 2021 by Philip W. 2 Files
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1.2 OPEN-ENDED LANGUAGE SAMPLES — ONSITE COLLECTION

1.2.1 Equipment and Preparation
Equipment needed

Adjustable Headband

2 laptop computers with front facing camera for both interviewer and interviewees.
2 USB microphone headsets with sponge cover removed (purchase here). -
- Alcohol wipes to wipe down mics after each use (purchase here). Soft Cushion Leather Cover

Zoom application installed on each computer (requirements will vary based on type of
device — see Zoom download page for appropriate version: https://zoom.us/download). Adjustable Microphone Boom

Shirt Clip

US8 Plug

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne
should always be used to create meeting links for speech samples.

Built-In Inline Volume
Mute Answer End Call

Preparation
When creating the Zoom link for the speech sample session, include the interview type (PSYCHS or open-ended).

It is best to set up both laptops before the subject comes in for testing. Select two quiet rooms with minimal background
noise and place one laptop (charging) in each.

v Participants (1)
Inside the Zoom meeting, make sure the Interviewer’s name is changed to
“Interviewer” and the participant’s name is changed to “Participant”. This Zarina B... (Host, me) [T
can be done by selecting Rename under “More” under Rename
their name in the “Participants” section; or by right- ¢ Rename A Protile Fictue
clicking on the person’s image, then selecting Rename. Enter new name here:
« . s [ Interviewer [OR] Participant ]
O Rename yourself “Interviewer
O Rename the participant “Participant” kit

Before you start, you will want to change some items in your Recordings settings. This only needs to be completed on the
interviewer’s laptop.

Leave Computer Audio

1. Open the settings in your Zoom application.

Audio Settings...

a. Click the arrow next to the Mute button and select Audio Settings...

2. Go to Recordings on the left-hand menu page and make sure you’ve selected
the following:

O Record a separate audio file for each participant. This is ideal when you will be performing acoustic
analyses because you are interested in the two speakers separately and won’t have to splice the files later.

O Add a timestamp to the recordings to make it easier to ascertain where speech is in a transcript.

[ Settings

General "
Local Recording

Video Store my recordings at: | [ /Users/zarinabilgrami/OneDrive - Em... Open

599.42 GB remaining
Audio

Choose a location to save the recording to after the meeting ends
Share Screen
Record a separate audio file of each participant @
Team Chat . g " "
< Display participants' names in the recording

Background & Effects Optimize for 3rd party video editor (@

@ Recording Add a timestamp to the recording @
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3. Plug USB microphone headset into laptop’s USB port and ensure that the microphone is registering as the
microphone for data collection in Zoom settings under Audio.

O Adjust headset to accommodate subject’s head size and place microphone so that it rests in line/with
subject’s chin for best audio recording quality.

O Click Test Mic to verify.
You will need to ensure you have some settings selected before you begin.

4. Once in settings, go to Audio on the left-hand menu page. Scroll down to Microphone section.

O Uncheck the box that Microphone
says, “Automatically S -
adjust microphone Test Mic v
volume.”
. Input Level:
O Check the circle that
says, “Original Sound Input Volume: L D)

for musicians.”

O Uncheck the boxes
“High-fidelity music Audio Profile
mode,” “Echo
cancellation” and

Automatically adjust microphone volume

Zoom optimized audio (recommended for most users) ®

“Stereo audio.” O Original sound for musicians (recommended for studio environments) @

5. Once the subject’s microphone
has been tested and you have
verified all settings are correct,
go to the other testing room and ) High-fidelity music mode @
complete audio set up for
yourself.

Displays in-meeting toggle to switch between Zoom optimized audio and
Original sound for musicians

Echo cancellation ®

Stereo audio

6. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@ Original Sound for Musicians: On

Speaker

v Gallery

/ Hide Self View

Hide Non-video Participants

Fullscreen

7. Ensure that yours and the participant’s videos can be seen side-by-side.
O Under View, select Gallery.

A
™ Record on this Computer

Record to the Cloud

4 ~ wmi- % e

Start Video Security Participants
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8. Itis important to wait until both people have joined the call to begin recording for correct audio recording

syncing. You should also describe the plan for the session before recording —

interview itself.

O Initiate recording.

we only want to capture the

9. If you experience echo after turning on Original Sound, both you and the subject should turn Echo Cancellation

back on (re-check the box under Audio Settings).

10. If you need to interrupt the recording for any reason, press Pause Recording
to ensure that Zoom generates only one video file for the interview.

1.2.2 Filling out the Run Sheet

Pause/Stop Recording

1. Navigate to Yale REDCap to fill out the run sheet for collecting speech samples.

AMP-SCZ Form Repository  rmo 26521

REDCap

is zbilgrami | Log out Actions

= Modify instrument | % Download PDF of instrument(s)

@ Logged ir
My Projects

® REDCap Messenger ) = Speech Sampling Run Sheet

Project Home and Design = . Editing existing Record ID LA12339. ()

4 Project Home
[ Designer - @ Dictionary

& Project status: Development

7= Project Setup

Event: Baseline (Arm 1: CHR)
& Codebook

Record ID

Data Collection -

£2 Survey Distribution Tools ) Please click if this form is missing all of its data

t a put survey link or build a participant list for

inviting respondent

Scheduling

>enerate schedules for the calendar

Date of Interview
* must provide value

defined event:

B Video: Basic data entry

LA12339

reset

-

Today | Y-M-D

2. Fill out all fields you are able to prior to the start of interview. During or directly after the interview (i.e., while

Zoom files are downloading) complete the rest of the form.

3. Ifyoudo not see a Record ID (LA12339 above) affiliated with the form, be sure you have assigned this ID in
their Informed Consent form. If you do not complete this step, you will not be able to upload files for

transcription.

REDCap

Log out

PID 26821

AMP-SCZ Form Repository

Actions: | 7 Modify instrument || 2% Download PDF of instrument(s)

& Logged in as zbilgrami
My Projects

® REDCap Messenger ) ~ Informed Consent

Project Home and Design = . Editing existing Record ID LA12339. ()

4 Project Home - = Project Setup
[ Designer - @ Dictionary - & Codebook

£ Project status: Development

Event: Screening (Arm 1: CHR)

Record ID

Data Collection -
REDCap Username:
&3 Survey Distribution Tools
Get a public survey link or build a participant list for
inviting respondents
Scheduling

Generate schedules for the calendar

* must provide value

Record ID

us

g your defined events

##2 Record Status Dashboard

View data

Date of Consent

ollection status of all records

81 Video: Basic data entry

LA12339

rename the record, see the d action jown at top of t
Record Home Page.

LA12339
This should be the participant's AMP SCZ ID

2022-03-01 [ | Today | Y-M-D

Once the software is configured and the run sheet is filled in, the interview can be conducted.
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1.2.3 Eliciting Open-Ended Language Samples

After the preparatory steps above are completed and the participant has arrived, you may begin with the opening script:

“First, 1'd like to thank you for taking the time to talk with me. Like I mentioned, our conversation will be recorded for
analysis. This interview is different from the other interviews we do. I would really like to get to know you and learn what
vour life is like. So, how have things been going for you lately?”

Continue with elaboration questions: restate or rephrase part of what they say as a question to prompt elaboration or
prompt them with a follow up question such as, “What is/was it like to [...]?”

General notes and pointers:

The main goal is to have subjects speak freely without interruption and to show that you are listening and are interested in
what they are saying.

You are trying to elicit stories that are meaningful in the subject’s life. The depths of these stories are more important,
rather than the number of stories you can elicit. Ideally, the interviewer disappears into the story; it may help to avoid

phrases like “tell me”, which draw attention to the interviewer. However, sometimes it can help to put yourself into the
conversation to express understanding and empathy.

You can always reiterate what the subject says. Reiterating what they say as a question can help them to elaborate. Make
an effort not to derail or redirect the flow. If they are bringing a theme to the conversation, it is best to follow it. Leading
questions are best, and yes/no question should be avoided.

Try to make the subject know they are being heard. You can do this by acknowledging the emotion behind the story,
mirroring what they have said, and expressing gratitude for their openness.

Sometimes subjects may speak in a way that the interviewer finds confusing. If you lose track of their train of thought,
you can request help by saying, “I want to make sure I follow you, can you help me understand...”

If someone stops speaking altogether, you can repeat what they last said as a question, or even look at them expectantly,
but being comfortable with silence is important too. Often people are formulating their thoughts and will continue after a
pause.

To review training materials for conducting open-ended interviews, please visit: https://drive.google.com/drive/folders/1-
wOMtm9xMQhLYsyP7yMMDd3UJRSTCEGj

To end the interview, you may use the following statement:

“Thank you so much for taking the time to talk with me [or thank you for sharing with me]. I'm going to stop the
recording now.”

1.2.4 Clean-Up

After the participant has left be sure to wipe down both microphones completely with alcohol wipes. Be sure to clean all
parts including the microphone, the earpiece, headband and wire. Store safely to ensure minimum possible germ exposure
between uses.
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1.2.5 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording
and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be a video file, an audio-only file, and another folder that includes diarized
speech, labeled Audio Record.

1. The files should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents > Zoom

[0 Name Status Date modified Type
55
2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:27 AM  File folder
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:25 AM  File folder
e 2023-07-12 10.46.44 Research interview © 10/11/2023 11:25 AM  File folder
ds 2023-07-14 14.31.05 ME00036 @ 10/11/2023 11:25 AM  File folder

2. Drag or copy-and-paste the entire downloaded Zoom folder containing the audio and video files to the appropriate
folder on Box. Do NOT change or adjust the default Zoom filenames. Filenames must remain as they are from
Zoom to be detected by the pipeline. At the highest level, the directory structure on the network drive specifies the
research network and site (e.g., PronetY A for ProNET at Yale). At the second-highest level, the directory structure
specifies different datatypes: actigraphy, EEG, and interviews. At the third-highest level, the directory structure
specifies the research site and the subject ID (e.g., YA29023). At the next level, the directory structure specifies
interview type (e.g., open, PSYCHS). Place the folder containing the open-ended interview in the “OPEN”
subdirectory.

PronetYA_Interviews
OPEN
YA29032
YA12945
YA49122
2021-07-14 20.45.06 Matt Damon’s Zoom Meeting 98126937659
2021-07-14 20.49.33 Ben Affleck’s Zoom Meeting 94134392847

E > PronetYA_Interviews > OPEN > YA29023

Name Updated v Size
22 2021-12-10 16.01.56 Zarina Bilgrami's Zoom M... Dec 13, 2021 by Philip W... 9 Files
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1.2.6 Transcription Review

You will be asked to review certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or PII
in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box in the transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

All Files|> PronetYA_Interviews e
Name Updated v Size H-
T trans;:ripts Mar 21, 2022 by Angela N... 6 Files
=T PsycHs Mar 1, 2022 by Angela Nu... O Files
? OPEN @ Jan 18, 2022 by Angela N... 8 Files

1. Open the For review folder within the transcript folder and download each newly added document using a text
editor (i.e., Notepad, TextEdit).

If you see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

nce reviewed, upload the edited file to the Approved folder. Do not rename the document (i.e., keep it the same

s it appears in For review) regardless of whether you make changes within the document. Simply move the
edited transcript document (not the folder) from For review to the corresponding subject’s folder in the
Approved folder once you have made necessary adjustments.

Remove the original text file from the For review folder. Nothing should remain in subject’s folder under For
review after this.

All Files > PronetYA_Interviews > transcripts e @

ame Updated v Size H-J 2
e, 5
22 For review £ Mar 21, 2022 by AngelaN...  OFi +ee | (2 | Share
-n
22 Approved Mar 21, 2022 by Angela N... 6 Files
t > PronetYA_Interviews > transcripts > For_review - @ * > PronetYA _Interviews > transcripts > Approved - &
Name ~ Updated ¢ 1] Name Updated v Size H-J
B3 vao00015 Mar 21, 2022 by Angela N iles 4 May 16,2022 by Angela... ~ 2Fi e (@ | Share
T YA00037 May 16, 2022 by Angela 0 Files 22 YA00037 May 16, 2022 by Angela 1 File
25 YA29023 Mar 21, 2022 by Angela N 0 Files 4 YA29023 Dec 21, 2021 by Philip W. 2 Files
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1.3 PSYCHS LANGUAGE SAMPLES - REMOTE COLLECTION

1.3.1 Equipment and Preparation

Equipment needed

1 laptop computer/mobile device with stand with front-facing camera for both interviewer and interviewees
- Itis important that the device be able to sit on a stable surface to minimize camera movement when collecting
face data.

Zoom application installed (requirements will vary based on type of device — see Zoom download page for appropriate
version: https://zoom.us/download).

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne should always be used to
create meeting links for speech samples.

Preparation

It is best to email your participant the day prior to ensure they have these requirements met as well as a quiet place to sit
that will minimize background noise and interruptions. This can be hard while many people are at home during the Covid-
19 pandemic and it is important to be flexible with hours, therefore.

Inside the Zoom meeting, make sure the Interviewer’s name is changed to
“Interviewer” and the participant’s name is changed to “Participant”. This

v Rarticipants (1)

can be done by selecting Rename under “More” under their name in the Zarina B... (Hostune) (YT
“Participants” section; or by right-clicking on the Rename
person’s image, then selecting Rename. ° Rename Add Profile Picture

Enter new name here:

( Interviewer [OR] Participant ]

Before you start, you will want to examine and change some items in your Recordings settings. This only needs to be
completed on the Interviewer’s laptop. Before you start, you will want to change some items in your Recordings
settings. This only needs to be completed on the interviewer’s laptop.

O Rename yourself “Interviewer”

O Rename the participant “Participant”

Leave Computer Audio

1. Open the settings in your Zoom application.

Audio Settings...

a. Click the arrow next to the Mute button and select Audio Settings...

2. Go to Recordings on the left-hand menu page and make sure you’ve selected the
following:

O Record a separate audio file for
each participant. This is ideal when
you will be performing acoustic P—
analyses, because you are interested N T ey e
in the two speakers separately and - 699.42 8 remaining
won’t have to splice the files later. ' Choose a location to save the recording to after the meeting ends

@ Settings

Record a separate audio file of each participant (@

O Add a timestamp to the recordings —
makes it easier to ascertain where
speech is in a transcript.

Display participants' names in the recording
Background & Effects Optimize for 3rd party video editor (D

Add a timestamp to the recording @

When the subject has joined the Zoom call, you -

need to ensure you BOTH have changed some settings before you begin.
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3. Once in settings, go to Audio on the left-hand menu page. Scroll down to Microphone section.

O Uncheck the box that says,
“Automatically adjust
microphone volume.” Test Mic Built-in Microphone (Internal Microphone) v

Microphone

O Check the circle that says,
“Original Sound for musicians.”

O Uncheck the boxes “High-fidelity =~ !nPut Volume: < “
music mode,” “Echo
cancellation” and “Stereo

Input Level:

) Automatically adjust microphone volume

audio.” Audio Profile
4. Ifaparticipant is gsmg their phone, Zoom optimized audio (recommended for most users) @
many of these options are not
available. Some things to request if O Original sound for musicians (recommended for studio environments) @

they are using a phone are: ' . ' , o .
Displays in-meeting toggle to switch between Zoom optimized audio and

a. Try to find a way to keep the Original sound for musicians
phone as still as possible for
optimal video recording.

b. If this means leaning the phone
against something, test the audio
to ensure this is not obstructing ) Stereo audio @
the microphone, which is on the
bottom of an iPhone, for example.

c. Prompt them to use headphones with a microphone, if possible.

High-fidelity music mode (@

Echo cancellation @

5. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@ Original Sound for Musicians: On

Speaker

v Gallery

/ Hide Self View

Hide Non-video Participants

Fullscreen

6. Ensure that yours and the participant’s videos can be seen side-by-side.
O Under View, select Gallery.

7. To record the interview, press the record button on the bottom of the screen and select Record to this Computer.
This is the only way to get audio streams recorded separately. Please first ensure your computer is encrypted.

¥
™ Record on this Computer

Record to the Cloud

& ~ wmi- % e

Start Video Security Participants Chat
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10.

It is important to wait until both people have joined the call to begin recording for correct audio recording
syncing. You should also describe the plan for the session before recording — we only want to capture the
interview itself.

O Initiate recording.

If you experience echo after turning on Original Sound, both you and the subject should turn Echo Cancellation
back on (re-check the box under Audio Settings).

If you need to interrupt the recording for any reason, press Pause
Recording to ensure that Zoom generates only one video file for the

interview. Pause/Stop Recording

1.3.2 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording

and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be a video file, an audio-only file, and another folder that includes diarized
speech, labeled Audio Record. If you used a digital recording device instead of Zoom, see the next section for how to
upload those files to Box/MediaFlux (page 16).

1.

2ss

nts

ds

The files should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents » Zoom

[0 Name Status Date modified Type

2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting
2023-07-12 10.46.44 Research interview

2023-07-14 14.31.05 MEO0036

10/11/2023 11:27 AM  File folder
10/11/2023 11:25 AM  File folder
10/11/2023 11:25 AM  File folder
1

0/11/2023 11:25 AM  File folder

© 0006

Drag or copy-and-paste the entire downloaded Zoom folder containing the audio and video files to the
appropriate folder on Box. Do NOT change or adjust the default Zoom filenames. Filenames must remain as
they are from Zoom to be detected by the pipeline. At the highest level, the directory structure on the network
drive specifies the research network and site (e.g., PronetY A for ProNET at Yale). At the second-highest level,
the directory structure specifies different datatypes: actigraphy, EEG, and interviews. At the third-highest level,
the directory structure specifies the research site and the subject ID (e.g., YA2335). At the next level, the
directory structure specifies interview type (e.g., open, PSYCHS). Place the folder containing the PSYCHS
interview in the “PSYCHS” subdirectory.

t > PronetYA_Interviews > PSYCHS > YA29023

PronetYA_Interviews

PSYCHS T 2021-12-10 16.01.56 Zarina Bilgrami's Zoom M... Dec 13, 2021 by Philip W ? Files
YA29032
YA12945
YA49122

2021-07-14 20.45.06 Matt Damon’s Zoom Meeting 98126937659
2021-07-14 20.49.33 Ben Affleck’s Zoom Meeting 94134392847
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1.3.3 Transcription Review

You will be asked to review certain percentage of the transcripts from your site for completeness and failures to mark

Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or PII
in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box in the transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

All Files|> PronetYA_Interviews e
Name Updated v Size H-
? trans-cripts Mar 21, 2022 by Angela N... 6 Files
=T psycHs Mar 1, 2022 by Angela Nu... O Files
=5 oPEN @  Jan 18,2022 byAngelaN.. 8 Files

1. Open the For review folder within the transcript folder and download each newly added document using a text
editor (i.e., Notepad, TextEdit).

If you see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

Once reviewed, upload the edited file to the Approved folder. Do not rename the document (i.e., keep it the same
as it appears in For review) regardless of whether you make changes within the document. Simply move the
edited transcript document (not the folder) from For review to the corresponding subject’s folder in the
Approved folder once you have made necessary adjustments.

Remove the original text file from the For review folder. Nothing should remain in subject’s folder under For
review after this.

All Files > PronetYA_Interviews > transcripts - ™

ame Updated v Size H- 2
== . .
a2 For review £ Mar 21,2022 by AngelaN... OFi e (@ | Share
' — )
v 22 Approved Mar 21, 2022 by Angela N... 6 Files
t: > PronetYA_Interviews > transcripts > For_review @ : > PronetYA _Interviews > transcripts > Approved &
Name ~ Updated Size "> Name Updated v Size LR
S5 vao00015 Mar 21, 2022 by Angela N /_\‘-\ﬂg_og_u-e May 16,2022 by Angela...  2Fi |« | | @ | | Share
B2 vA00037 May 16, 2022 by Angela 0 Files . B3 vA00037 May 16, 2022 by Angela 1 File
B9 va29023 Mar 21, 2022 by Angela N 0 Files B0 va29023 Dec 21, 2021 by Philip W. 2 Files
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1.4 PSYCHS LANGUAGE SAMPLES — ONSITE COLLECTION

1.4.1 Equipment and Preparation

Equipment needed

1 EVISTR recorder that you can place between you and the subject during the session.

Preparation

When you first use the EVISTR recorder, you will have to change some recording settings and set the date and time to
accurately capture all future recording date/time tags. This will be how you identify recordings, as they cannot be renamed

on the device itself. These settings should only need to be changed once.

The figure shows that the recorder has 4 main buttons on its front: REC, STOP, PLAY, and MENU. Its right side has two
main long buttons: a PREVIOUS/NEXT button near the top of the recorder and a VOLUME UP / DOWN button near the
middle of the recorder. On its left side, it has a long button for turning the recorder ON and OFF.

Micro USB port | [7naemes | [ PREVIOUS/NEXT
forchargingand ———» | | ’é’
downloading \
| | o oo | | o VOLUME UP/DOWN
ON/OFF » 19 ©

VOICE
RECORDER

) S——

1. To set the date, turn on the recorder using the ON/OFF slider on the left-hand side.
a. Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select System Settings by pressing the MENU button again.
b. Use the PREVIOUS/NEXT buttons to scroll to the Date and time option and press MENU to select it.

Press MENU to select Set date.

o

d. Use the PREVIOUS/NEXT buttons to find the appropriate year (YY) and press the VOLUME UP/DOWN

buttons to change to month (MM) and day (DD) to do the same.

e. You can press MENU to exit out of these settings and STOP to move backward through the menus.

2. To set the time:

a. Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select System Settings by pressing the MENU button again.
b. Use the PREVIOUS/NEXT buttons to scroll to the Date and time option and press MENU to select it.
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c. Press MENU to select Set time.

d. Use the PREVIOUS/NEXT buttons to find the appropriate hour (HH) and press the VOLUME UP/DOWN
buttons to change to the minute (MM) section and change it using the PREVIOUS/NEXT buttons.

e. You can press MENU to exit out of these settings and STOP to move backward through the menus.

3. Select Recording Quality:
a. Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select Record Settings by pressing the MENU button again.
b. Use the PREVIOUS/NEXT buttons to scroll to the Recording Quality settings and click the MENU button
again.
c. Use the PREVIOUS/NEXT buttons to scroll to 1536.WAYV and press the MENU button to select it.

4. Select AVR Mode under Record Settings:
a. Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select Record Settings by pressing the MENU button again.
b. Use the PREVIOUS/NEXT buttons to scroll to the Voice Activation settings and click the MENU button
again.
c. Select AVR Mode and choose OFF. (We do not want to use Voice Activated Recording.)
d. You can press MENU to exit out of these settings and STOP to move backward through the menus.

1.4.2 Recording and File Saving

When you are ready to conduct your PSYCHS interview, you can place the recorder between you and the subject and
make sure it is not obstructed.

1. Place the recorder between you, but closer to the subject and press the red REC button to start recording.
2. Stop the recording when the interview has finished by pressing STOP.
a. The recording will automatically be saved, but you should transfer it to your computer for upload as soon as
possible after recording it.

To transfer the recording to your computer, connect the USB 2.0 to Micro B cable that comes with the recorder to your
computer. Attach the Micro B end into the recorder.

Once connected, you will be able to see on your computer the files stored on the recorder. You will find them in the
RECORD folder.
3. The folder will have file names like “20180131091134.WAV”. Look to the file’s date and time to determine
which file is associated with which participant.
4. Move files onto your secure network drive by placing them in a folder as specified in the Data Transfer Section

below.
CYON ) < RECORD g Zme M » Q
B RECORD s> | 2023112512345WAV @
¥# Dropbox 2018013109134 WAV @
5 Desktop
@ Recents

(Y Documents
2 Applications
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1.4.3 Data Transfer to Network Drives

Recordings need to be uploaded to either the Yale Box Cloud or MediaFlux, depending on your site. These audio files
are recorded on a digital recording device.

1. Drag or copy-and-paste the files containing the audio and video files to the appropriate folder on Box. At the

highest level, the directory structure on the network drive specifies the research network and site (e.g., PronetY A
for ProNET at Yale). At the second-highest level, the directory structure specifies different datatypes: actigraphy,
EEG, and interviews. At the third level, the directory structure specifies the research site and the subject ID (e.g.,

YA29023). At the next level, the directory structure specifies interview type (e.g., open, PSYCHS). Place the
audio file containing the PSYCHS interview in the “PSYCHS” subdirectory.

PronetYA_Interviews
PSYCHS
YA29032
YA12945
YA49122
20180131091134. WAV
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1.4.4 Transcription Review

You will be asked to review certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or PII
in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box in the transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

All Files|> PronetYA_Interviews e

Name Updated v Size H-

:2 transcripts Mar 21, 2022 by Angela N... 6 Files

22 PSYCHS Mar 1, 2022 by Angela Nu... O Files

=T oPeN ®) Jan 18,2022 by Angela N... 8 Files

1. Open the For review folder within the transcript folder and download each newly added document using a text
editor (i.e., Notepad, TextEdit).

If you see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

Once reviewed, upload the edited file to the Approved folder. Do not rename the document (i.e., keep it the same
s it appears in For review) regardless of whether you make changes within the document. Simply move the
dited transcript document (not the folder) from For review to the corresponding subject’s folder in the

pproved folder once you have made necessary adjustments.

Remove the original text file from the For review folder. Nothing should remain in subject’s folder under For
eview after this.

All Files > PronetYA_Interviews > transcripts e

ame Updated v Size H- 2
Fm— .
22 For review £ Mar 21,2022 by AngelaN... OFi  «es | (2 | Share
=S .
22 Approved Mar 21, 2022 by Angela N... 6 Files
t: > PronetYA_Interviews > transcripts > For_review ] ¢ > PronetYA _Interviews > transcripts > Approved - @
Name ~ Updated Size =y Name Updated v Size H-
B3 vao00015 Mar 21, 2022 by Angela N... O Files YA00015 £ May 16,2022 by Angela... ~ 2Fi «e (@ | Share
B3 vA00037 May 16, 2022 by Angela 0 Files . B3 vA00037 May 16, 2022 by Angela 1 File

2a YA29023 Mar 21, 2022 by Angela N 0 Files 2 YA29023 Dec 21, 2021 by Philip W. 2 Files
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2. PRESCIENT

2.1 OPEN-ENDED LANGUAGE SAMPLES —- REMOTE COLLECTION

2.1.1 Equipment and Preparation

Equipment needed

1 laptop computer/mobile device with stand with front facing camera for both interviewer and interviewees.
- Itis important that the device be able to sit on a stable surface to minimize camera movement when collecting
face data.

Zoom application installed (requirements will vary based on type of device — see Zoom download page for appropriate
version: https://zoom.us/download).

- HIPAA-compliant Zoom should always be used to create meeting links for speech samples.

Preparation

It is best to email your participant the day prior to ensure they have these requirements met as well as a quiet place to sit
that will minimize background noise and interruptions.

Before you start, you will want to change some items in your Recordings settings. This only needs to be completed on the
interviewer’s laptop.

Leave Computer Audio

1. Open the settings in your Zoom application.

a. Click the arrow next to the Mute button and select Audio Settings... -

Audio Settings...

2. Go to Recordings on the left-hand menu page and make sure you’ve selected the

following:
@ Settings
O “Record a separate audio file” for each
participant. This is ideal when you will be Generh Local Recording
perfOI‘l’nlng aCOllStIC analyses, because y011 Video Store my recordings at:| [ /Users/zarinabilgrami/OneDrive - Em... Open

599.42 GB remaining

are interested in the two speakers
separately and won’t have to splice the files TR—

later, Record a separate audio file of each participant @

§ Team Chat

Audio

Choose a location to save the recording to after the meeting ends

Display participants' names in the recording

O “Add a timestamp” to the recordings
makes it easier to ascertain where speech is

1 : Add a timestamp to the recording @
1n a transcript.

ckground & Effects Optimize for 3rd party video editor
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When the subject has joined the Zoom call, you need to ensure you BOTH have changed some settings before you begin.

3. Once in settings, go to Audio on the left-hand menu page. Scroll down to Microphone section.

O Uncheck the box that says

. . Microphone
“Automatically adjust
microphone volume.” Test Mic Built-in Microphone (Internal Microphone) v
O Check the circle that says,
Input Level:

“Original Sound for
musicians.” Input Volume: < <€)

O Uncheck the boxes “High-
fidelity music mode,” “Echo
cancellation” and “Stereo Audio Profile
audio.”

Automatically adjust microphone volume

L ) . . Zoom optimized audio (recommended for most users) ®
4. If a participant is using their phone,
many of these options are not © Original sound for musicians (recommended for studio environments) @
available. Some things to request if

. Displays in-meeting toggle to switch between Zoom optimized audio and
they are using a phone are: s o .

Original sound for musicians

a. Try to find a way to keep the
phone as still as possible for
optimal video recording.

High-fidelity music mode (@

Echo cancellation @

b. If this means leaning the
phone against something, test
the audio to ensure this is not
obstructing the microphone, which is on the bottom of an iPhone, for example.

Stereo audio @

c. Prompt them to use headphones with a microphone, if possible.

5. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@ Original Sound for Musicians: On

Speaker

v Gallery

/ Hide Self View

Hide Non-video Participants

Fullscreen

6. Ensure that yours and the participant’s videos can be seen side-by-side.
a. In the top-right of the screen, under View, select Gallery.

7. To record the interview, press the record button on the bottom of the screen and select Record to this Computer.
This is the only way to get audio streams recorded separately. Please first ensure your computer is encrypted.

Y N
™ Record on this Computer

Record to the Cloud

v ~

Start Video

% oS! o=

Security Participants Chat

& -~
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8. Itis important to wait until both people have joined the call to begin recording for correct audio recording syncing.
You should also describe the plan for the session before recording — we only want to capture the interview itself.

9. Inside the Zoom meeting, make sure the Interviewer’s name is changed to “Interviewer” and the participant’s
name is changed to “Participant”. This can be done by selecting Rename under “More” under their name in the
“Participants” section; or by right-clicking on the person’s image, then selecting Rename.

O Rename yourself “Interviewer” .
v Participants (1)
O Rename the participant “Participant” B Rename
- , (Host, me) (TR (VIR
O Initiate recording. gaternew name heret Rename
[ Interviewer [OR] Participant ]
Add Profile Picture

Cancel Rename

10. If you experience echo after turning on Original
Sound, both you and the subject should turn Echo
Cancellation back on (re-check the box under Audio Settings).

11. If you need to interrupt the recording for any reason, press Pause Recording to m u
ensure that Zoom generates only one video file for the interview.

Pause/Stop Recording

2.1.2 Filling out the Run Sheet

1. Navigate to the RPMS timeline to fill out the run sheet for collecting speech samples.

SCIDSPD

SCID-5 (Psychosis, Mood, Substance Abuse)
SCID Diagnoses

TBI

FIGS

SOFAS
PSYCHSP1P8
InclusionExclusionCriteriaReview —

PAS
PennCNB

o

Assessment
RremorbidlQ
EEG

MRI

EMA
Actigraphy

CurrentHealthStatus
Saliva

Blodd Specimen PQ
Timeline CB@withDifferential
SpeechSampling

2. During or directly after the interview (i.e., while Zoom files are downloading) complete the RPMS form.
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2.1.3 Eliciting Open-Ended Language Samples

After the preparatory steps above are completed and the participant has arrived, you may begin with the opening script:

“First, I'd like to thank you for taking the time to talk with me. Like I mentioned, our conversation will be recorded for
analysis. This interview is different from the other interviews we do. 1 would really like to get to know you and learn what
your life is like. So, how have things been going for you lately?”

Continue with elaboration questions: restate or rephrase part of what they say as a question to prompt elaboration or
prompt them with a follow up question such as, “What is/was it like to [...]?”

General notes and pointers:

The main goal is to have subjects speak freely without interruption and to show that you are listening and are interested in
what they are saying.

You are trying to elicit stories that are meaningful in the subject’s life. The depths of these stories are more important,
rather than the number of stories you can elicit. Ideally, the interviewer disappears into the story; it may help to avoid
phrases like “tell me”, which draw attention to the interviewer. However, sometimes it can help to put yourself into the
conversation to express understanding and empathy.

You can always reiterate what the subject says. Reiterating what they say as a question can help them to elaborate. Make
an effort not to derail or redirect the flow. If they are bringing a theme to the conversation, it is best to follow it. Leading
questions are best, and yes/no question should be avoided.

Try to make the subject know they are being heard. You can do this by acknowledging the emotion behind the story,
mirroring what they have said, and expressing gratitude for their openness.

Sometimes subjects may speak in a way that the interviewer finds confusing. If you lose track of their train of thought,
you can request help by saying, “I want to make sure I follow you, can you help me understand...”

If someone stops speaking altogether, you can repeat what they last said as a question, or even look at them expectantly,
but being comfortable with silence is important too. Often people are formulating their thoughts and will continue after a
pause.

To review training materials for conducting open-ended interviews, please visit: https://drive.google.com/drive/folders/1-
wOMtm9xMQhLYsyP7yMMDd3UJRSTCEGj

To end the interview, you may use the following statement:

“Thank you so much for taking the time to talk with me [or thank you for sharing with me]. I'm going to stop the
recording now.”
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https://drive.google.com/drive/folders/1-w0Mtm9xMQhLYsyP7yMMDd3UJR8TCE6j
https://drive.google.com/drive/folders/1-w0Mtm9xMQhLYsyP7yMMDd3UJR8TCE6j

2.1.4 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording
and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be a video file, an audio-only file, and another folder that includes diarized
speech, labeled Audio Record.

1. The files should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents » Zoom

[0 Name Status Date mcdi%ied Type
55
" 2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:27 AM  File folder
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:25 AM  File folder
e 2023-07-12 10.46.44 Research interview [© 10/11/2023 11:25 AM  File folder
ds of 2023-07-14 14.31.05 ME0OD036 ©) 10/11/2023 11:25 AM  File folder

2. Drag or copy-and-paste the entire downloaded Zoom folder containing the audio and video files to the
appropriate folder on MediaFlux. Do NOT change or adjust the default Zoom filenames. Filenames must
remain as they are from Zoom to be detected by the pipeline. At the highest level, the directory structure on the
network drive specifies the research network and site (e.g., PronetY A for ProNET at Yale; PrescientME for
Prescient at Melbourne). At the second-highest level, the directory structure specifies different datatypes:
actigraphy, EEG, and interviews. At the third-highest level, the directory structure specifies the research site and
the subject ID (e.g., YA29023 or ME49122). At the next level, the directory structure specifies interview type
(e.g., open, PSYCHS). Place the folder containing the open-ended interview in the “OPEN” subdirectory.

PrescientME _Interviews
OPEN
ME29032
ME12945
ME49122
2021-07-14 20.45.06 Zarina Bilgrami’s Zoom Meeting 98126937659
2021-07-14 10.49.33 Zarina Bilgrami’s Zoom Meeting 94134392847

= & PrescientME g

& (@@ PrescientME_Actigraphy §

& (@@ PrescientME_EEG §

= @@ PrescientME_Interviews §

= & OPEN g
= &8 ME00033
# (@3 2021-11-29 15.17.56 Lauren Addamo’'s Zoom Meeting 89189818723

@ @ MES57953
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2.1.5 Transcription Review

You will be asked to review a certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or
PII in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box/MediaFlux in the Transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

=

PrescientME 5

(@) PrescientME_Actigraphy g
PrescientME_EEG &
PrescientME_Interviews &
OPEN &

&3 ME00033

@ TRANSCRIPTS

Open the For review folder within the Transcripts folder and download each newly added document using a text
editor (e.g., Notepad, TextEdit).

If you see untharked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

Once reviewed, upload the edited file to the Approved folder. Do NOT rename the document (i.e., keep it the
same as it appears'in For review) regardless of whether you make changes within the document. Simply move the
edited transcript document from For review to the corresponding subject’s folder in the Approved folder, once
you have made necessary adjustments. If there is no corresponding folder for the subject in Approved, move the
subject’s folder from For review to Approved (along with the text file inside).

inal folder under For review so that nothing remains.

Remove the Subject’s ori

&3 PrescientME_Interviews &
@ @ OPEN @&

@ PSYCHS &
&3 TRANSCRIPT

&3 Approved
(&3 For review

PrescientME ! PrescientME

ﬁ PrescientME_Actigraphy & ﬁ PrescientME_Actigraphy &
(@3 PrescientME_EEG & (@3 PrescientME_EEG &
= @8 PrescientME_Interviews £ = @8 PrescientME_Interviews

® @ OPEN & = @@ OPEN &

@ PSYCHS & @3 PSYCHS §&

= @ TRANSCRIPTS & = @ TRANSCRIPTS §
(&3 Approved = &8 Approved
= @8 For review &3 ME00033

&3 ME00033 (& For review
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2.2 OPEN-ENDED LANGUAGE SAMPLES — ONSITE COLLECTION

2.2.1 Equipment and Preparation
Equipment needed

Adjustable Headband

2 laptop computers with front facing camera for both interviewer and interviewees.
2 USB microphone headsets with sponge cover removed (purchase here). -
- Alcohol wipes to wipe down mics after each use (purchase here). Soft Cushion Leather Cover

A

Zoom application installed on each computer (requirements will vary based on type of »
device — see Zoom download page for appropriate version: https://zoom.us/download). Adjustable Microphone Boom

US8 Plug ShitClp

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne
should always be used to create meeting links for speech samples.

Built-In Inline Volume
Mute Answer End Call

Preparation

When creating the Zoom link for the speech sample session, ensure to include the interview type (PSYCHS or open-
ended).

It is best to set up both laptops before the subject comes in for testing. Select two quiet rooms with minimal background
noise and place one laptop (charging) in each.

Before you start, you will want to change some items in your Recordings settings. This
only needs to be completed on the interviewer’s laptop.

Audio Settings...
1. Open the settings in your Zoom application.

a. Click the arrow next to the Mute button and select Audio Settings...

Leave Computer Audio

2. Go to Recordings on the left-hand menu page and make sure you’ve selected the following:

O “Record a separate audio file” for each participant. This is ideal when you will be performing acoustic
analyses because you are interested in the two speakers separately and won’t have to splice the files later.

O “Add a timestamp” to the recordings to make it easier to ascertain where speech is in a transcript.
p g p p

@ Settings
General )
Local Recording

Video Store my recordings at: | [T /Users/zarinabilgrami/OneDrive - Em... Open

599.42 GB remaining
Audio
Choose a location to save the recording to after the meeting ends
Share Screen

Record a separate audio file of each participant @
) Team Chat . L. . .
4 Display participants' names in the recording

Background & Effects Optimize for 3rd party video editor

@ Recording Add a timestamp to the recording @

3. Plug USB microphone headset into laptop’s USB port and ensure that the microphone is registering as the
microphone for data collection in Zoom settings under Audio.

O Adjust headset to accommodate subject’s head size and place microphone so that it rests in line with
subject’s chin for best audio recording quality.

O Click Test Mic to verify.
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https://www.amazon.com/gp/product/B07JMVB4G3
https://www.amazon.com/Alcohol-Prep-Pads-Medium-2-Ply/dp/B07SNVBPPY/ref%3Dsr_1_2_sspa?dchild=1&keywords=individual%2Balcohol%2Bwipes&qid=1632346501&sr=8-2-spons&psc=1&spLa=ZW5jcnlwdGVkUXVhbGlmaWVyPUE5T0hGVzNYSDlIWVImZW5jcnlwdGVkSWQ9QTA5OTc3MTlJQzJZWjFNQUIwSjcmZW5jcnlwdGVkQWRJZD1BMDY0Mzk2MjNMWjc4RlNPSUQwTVUmd2lkZ2V0TmFtZT1zcF9hdGYmYWN0aW9uPWNsaWNrUmVkaXJlY3QmZG9Ob3RMb2dDbGljaz10cnVl
https://zoom.us/download

You will need to ensure you have some settings selected before you begin.

4. Once in settings, go to Audio on
the left-hand menu page. Scroll
down to the Microphone section. Test Mic v

O Uncheck the box that says,
“Automatically adjust
microphone volume.” Input Volume: < <)

O Check the circle that says,
“Original Sound for
musicians.” Audio Profile

O Uncheck the boxes “High-
fidelity music mode,”
“Echo cancellation” and o Original sound for musicians (recommended for studio environments) @
“Stereo audio.”

Microphone

Input Level:

Automatically adjust microphone volume

Zoom optimized audio (recommended for most users) _@

Displays in-meeting toggle to switch between Zgem optimized audio and

5. Once the subject’s microphone has Original sound for musicians
been tested and you have verified all - .
settings are correct, go to the other ) High-fidelity music mode @

testing room and complete audio set

Echo cancellation @
up for yourself.

Stereo audio @

6. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@ Original Sound for Musicians: On

Speaker

v Gallery

/ Hide Self View

Hide Non-video Participants

Fullscreen

7. Ensure that yours and the participant’s videos can be seen side-by-side.
O In the top-right of the screen, under View, select Gallery.

A
Record on this Computer

Record to the Cloud

L ~

Start Video Security Participants

8. Itis important to wait until both people have joined the call to begin recording for correct audio recording
syncing. You should also describe the plan for the session before recording — we only want to capture the
interview itself.
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Inside the Zoom meeting, make sure the Interviewer’s name is changed to “Interviewer” and the
participant’s name is changed to “Participant”. You can do this within the ‘Participants’ section of the Zoom
meeting, selecting “...” then selecting Rename; or by right-clicking on the person’s image then selecting

Rename.
O Rename yourself “Interviewer” ) rertepants
O Rename the participant “Participant” Z8NA . (last me;m
ename
O Initiate recording. o Rename

Add Profile Picture
Enter new name here:

[ Interviewer [OR] Participant J

10. If you experience echo after turning on Original Sound, both you and the subject should turn Echo Cancellation

back on (re-check the box under Audio Settings).

11. If you need to interrupt the recording for any reason, press Pause Recording
to ensure that Zoom generates only one video file for the interview.

Pause/Stop Recording

2.2.2 Filling out the Run Sheet

1. Navigate to the RPMS timeline to fill out the run sheet for collecting speech samples.

SCIDSPD
SCID-5 (Psychosis, Mood, Substance Abuse)
SCID Diagnoses
B
FIG!

SOFAS
PSYCHSP1P8
InclusionExclusionCriteriaReview —

PAS
PennCINB

1Q Assessinent
PremorbidlQ

EEG

MRI

EMA

Actigraphy

CurrentHealthStatus

Saliva
Blood Specimen PQ
CBcWithDiffe‘kential

Timeline

v
SpeechSampling

2. During or directly after the interview (i.e., while Zoom files are downloading) complete the RPMS form.
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2.2.3 Eliciting Open-Ended Language Samples

After the preparatory steps above are completed and the participant has arrived, you may begin with the opening script:

“First, 1'd like to thank you for taking the time to talk with me. Like I mentioned, our conversation will be recorded for
analysis. This interview is different from the other interviews we do. I would really like to get to know you and learn what
vour life is like. So, how have things been going for you lately?”

Continue with elaboration questions: restate or rephrase part of what they say as a question to prompt elaboration or
prompt them with a follow up question such as, “What is/was it like to [...]?”

General notes and pointers:

The main goal is to have subjects speak freely without interruption and to show that you are listening and are interested in
what they are saying.

You are trying to elicit stories that are meaningful in the subject’s life. The depths of these stories are more important,
rather than the number of stories you can elicit. Ideally, the interviewer disappears into the story; it may help to avoid

phrases like “tell me”, which draw attention to the interviewer. However, sometimes it can help to put yourself into the
conversation to express understanding and empathy.

You can always reiterate what the subject says. Reiterating what they say as a question can help them to elaborate. Make
an effort not to derail or redirect the flow. If they are bringing a theme to the conversation, it is best to follow it. Leading
questions are best, and yes/no question should be avoided.

Try to make the subject know they are being heard. You can do this by acknowledging the emotion behind the story,
mirroring what they have said, and expressing gratitude for their openness.

Sometimes subjects may speak in a way that the interviewer finds confusing. If you lose track of their train of thought,
you can request help by saying, “I want to make sure I follow you, can you help me understand...”

If someone stops speaking altogether, you can repeat what they last said as a question, or even look at them expectantly,
but being comfortable with silence is important too. Often people are formulating their thoughts and will continue after a
pause.

To review training materials for conducting open-ended interviews, please visit: https://drive.google.com/drive/folders/1-
wOMtm9xMQhLYsyP7yMMDd3UJRSTCEGj

To end the interview, you may use the following statement:

“Thank you so much for taking the time to talk with me [or thank you for sharing with me]. I'm going to stop the
recording now.”

2.2.4 Clean-Up

After the participant has left be sure to wipe down both microphones completely with alcohol wipes. Be sure to clean all
parts including the microphone, the earpiece, headband and wire. Store safely to ensure minimum possible germ exposure
between uses.
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2.2.5 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording
and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be a video file, an audio-only file, and another folder that includes diarized
speech, labeled Audio Record.

1. The files should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents » Zoom

[J Name Status Date mcd#ied Type
55
2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:27 AM  File folder
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting O] 10/11/2023 11:25 AM  File folder
e 2023-07-12 10.46.44 Research interview © 10/11/2023 11:25 AM  File folder
ds of 2023-07-14 14.31.05 MED0D36 @ 10/11/2023 11:25 AM  File folder

2. Drag or copy-and-paste the entire downloaded Zoom folder containing the audio and video files to the
appropriate folder on MediaFlux. Do NOT change or adjust the default Zoom filenames. Filenames must
remain as they are from Zoom to be detected by the pipeline. At the highest level, the directory structure on the
network drive specifies the research network and site (e.g., PrescientME for Prescient at Melbourne). At the
second-highest level, the directory structure specifies different datatypes: actigraphy, EEG, and interviews. At the
third-highest level, the directory structure specifies the research site and the subject ID (e.g., ME49122). At the
next level, the directory structure specifies interview type (e.g., open, PSYCHS). Place the folder containing the
open-ended interview in the “OPEN” subdirectory.

PrescientME _Interviews
OPEN
ME29032
ME12945
ME49122
2021-07-14 20.45.06 Zarina Bilgrami’s Zoom Meeting 98126937659
2021-07-14 10.49.33 Zarina Bilgrami’s Zoom Meeting 94134392847
= §§ PrescientME §
@ (@@ PrescientME_Actigraphy §
@ (@@ PrescientME_EEG §
= @@ PrescientME_Interviews §
= @ OPEN g
= &3 ME00033
& (@ 2021-11-29 15.17.56 Lauren Addamo's Zoom Meeting 89189818723

= @@ ME57953
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2.2.6 Transcription Review

You will be asked to review a certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or
PII in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box/MediaFlux in the Transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

—

=

&3 PrescientME 5
® (@ PrescientME_Actigraphy £
(@3 PrescientME_EEG §

(&3 TRANSCRIPTS

Open the For review folder within the Transcripts folder and download each newly added document using a
text editor (e.g.., Notepad, TextEdit).

If you see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

Once reviewed, ‘upload the edited file to the Approved folder. Do NOT rename the document (i.e., keep it the
same as it appears,in For review) regardless of whether you make changes within the document. Simply move the
edited transcript document from For review to the corresponding subject’s folder in the Approved folder once
you have made necessary adjustments. If there is np corresponding folder for the subject in Approved, move the
subject’s folder from For review to Approved (along with the text file inside).

Remove the Subject’s

iginal folder from For reyiew so that nothing remains.

= @@ PrescientME_Interyiews &
@ @ OPEN @&
& (@@ PSYCHS

&3 TRANSCRIP]S
(&3 Approve

(&3 For review

PrescientME ! PrescientME

ﬁ PrescientME_Actigraphy & ﬁ PrescientME_Actigraphy &
(@3 PrescientME_EEG & (@3 PrescientME_EEG &
= @8 PrescientME_Interviews £ = @8 PrescientME_Interviews

® @ OPEN & = @@ OPEN &

@ PSYCHS & @3 PSYCHS §&

= @ TRANSCRIPTS & = @ TRANSCRIPTS §
(&3 Approved = &8 Approved
= @8 For review &3 ME00033

&3 ME00033 (& For review
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2.3 PSYCHS LANGUAGE SAMPLES —- REMOTE COLLECTION

2.3.1 Equipment and Preparation

Equipment needed

1 laptop computer/mobile device with stand with front-facing camera for both interviewer and interviewee, but only
audio should be uploaded as per instructions below
- Itis important that the device be able to sit on a stable surface to minimize camera movement when collecting
face data.

Zoom application installed (requirements will vary based on type of device — see Zoom download page for appropriate
version: https://zoom.us/download).

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne should always be used to
create meeting links for speech samples.

Preparation

Before you start, you will want to change some items in your Recordings settings. This only needs to be completed on the
interviewer’s laptop.

Leave Computer Audio

1. Open the settings in your Zoom application.
a. Click the arrow next to the Mute button and select Audio SettingS...

Audio Settings...

2. Go to Recordings on the left-hand menu page and make sure you’ve selected the

following:
O “Record a separate audio file” Bittiigs
for each participant. This is ideal
when you will be performing G Local Recording
acoustic analyses, because you Video Store my recordings at:| [ /Users/zarinabilgrami/OneDrive - Em.. Open
are interested in the two 599.42 G8 remaining

Audio
Speakers Separately and WOn’t \ Choose a location to save the recording to after the meeting ends
Share Screen

have to Splice the ﬁles later, Record a separate audio file of each participant @

Team Chat
’ Display participants' names in the recording

O “Add a timestamp” to the

. . . Background & Effects Optimize for 3rd party video editor @
recordings makes it easier to

. .. Add a timestamp to the recording @
ascertain where speech isin a =

transcript.
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https://zoom.us/download

When the subject has joined the Zoom call, you need to ensure you BOTH have changed some settings before you begin.

3. Once in settings, go to Audio on the left-hand menu page. Scroll down to the Microphone section.

O Uncheck the box that says,
“Automatically adjust
microphone volume.” Test Mic Built-in Microphone (Internal Microphone) v

O Check the circle that says, o
“Original Sound for
musicians.”

O Uncheck the boxes “High-
fidelity music mode,”
“Echo cancellation” and Audio Profile
“Stereo audio.”

Microphone

Input Level:

Input Volume: L )

) Automatically adjust microphone volume

Zoom optimized audio (recommended for most users) ®
O Original sound for musicians (recommended for studio environments) @

Displays in-meeting toggle to switch between Zoom optimized audio and
Original sound for musicians

High-fidelity music mode @
Echo cancellation @

Stereo audio @

4. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@  Original Sound for Musicians: On &

Speaker

v Gallery

5. Torecord the interview, press the record button on the bottom of the screen and select Record to this Computer.
This is the only way to get audio streams recorded separately. Please first ensure your computer is encrypted.

4
™ Record on this Computer

Record to the Cloud

& - wi- ¢ a 9®»

Start Video Security Participants Chat

6. Itis important to wait until both people have joined the call to begin recording for correct audio recording
syncing. You should also describe the plan for the session before recording — we only want to capture the
interview itself.
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7. Inside the Zoom meeting, make sure the Interviewer’s name is changed to “Interviewer” and the
participant’s name is changed to “Participant”. This can be done by

selecting Rename under “More” under their name in the “Participants” v Participants (1)
section; or by right-clicking on the person’s image, then selecting
Rename Zarina B.. (Host, me) (YY) (TR
Rename
13 b 99

O Rename yourself “Interviewer Add Profile Picture

O Rename the participant “Participant” o y—

O Initiate recording. Enter new name here:

[ Interviewer [OR] Participant J

Cancel Rename

8. Ifyou experience echo after turning on Original Sound, both you and the subject should turn Echo Cancellation
back on (re-check the box under Audio Settings).

9. Ifyou need to interrupt the recording for any reason, press Pause
Recording to ensure that Zoom generates only one video file for the
interview. Pause/Stop Recording

2.3.2 Naming Conventions and Data Transfer to Network Drives

Zoom will generate a folder with several files that will need to be uploaded to either the Yale Box Cloud or MediaFlux,
depending on your site. The name of this umbrella folder will be autogenerated and will include the date of the recording
and the title you used during the call, amongst other information. It will appear in the Documents folder of your
computer. Within that folder, there will be an audio-only file, and another folder that includes diarized speech, labeled
Audio Record.

1. All PSYCHS recordings completed over Zoom must have the video file deleted from the Zoom folder
before being uploaded to MediaFlux. Please make sure not to remove or change anything else in the Zoom
folder aside from deleting the video. Screenshots below:

2. Zoom recording automatically saves to a folder destination on your laptop. The contents after that recording has
been downloaded should look like this:

> This PC » Documents » Zoom > 2023-04-20 11.21.43 CB PRESCIENT Screening Appt v D

A

Audio Record
ORYGE © audio1058816904
recording.conf

V19 video1058816904

ants

3. Delete the video file (highlighted above).
4. The contents after deleting that video file should look like this:

> This PC » Documents > Zoom > 2023-04-20 11.21.43 CB PRESCIENT Screening Appt > v (3]

7

Audio Record
ORYGE 9 audio1058816904

nts recording.conf
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5. Once you have deleted this video file, only then can you upload your PSYCHS Zoom recording to MediaFlux.
6. The folders should look like this before being uploaded to Box/MediaFlux:

> ThisPC » Documents > Zoom

[0 Name Status Date mod?\zied Type
£
2023-06-31 13.15.56 Zarina Bilgrami's Zoom meeting @ 10/11/2023 11:27 AM  File folder
2023-06-30 12.05.11 Zarina Bilgrami's Zoom meeting @ 10/11/2023 11:25 AM  File folder
e 2023-07-12 10.46.44 Research interview © 10/11/2023 11:25 AM  File folder
ds of 2023-07-14 14.31.05 MEO0D36 @ 10/11/2023 11:25 AM  File folder

7. Drag or copy-and-paste the Zoom folder containing the audio files to the appropriate folder on MediaFlux. Do
NOT change or adjust the default Zoom filenames. Filenames must remain as they are from Zoom to be
detected by the pipeline. At the highest level, the directory structure on the network drive specifies the research
network and site (e.g., PrescientME for Prescient at Melbourne). At the second-highest level, the directory
structure specifies different datatypes: actigraphy, EEG, and interviews. At the third-highest level, the directory
structure specifies the research site and the subject ID (e.g., ME49122). At the next level, the directory structure
specifies interview type (e.g., open, PSYCHS). Place the folder containing the PSYCHS interview in the
“PSYCHS” subdirectory.

= §§ PrescientME &
@3 PrescientME_Actigraphy )
(@ PrescientME_EEG &
= @3 PrescientME_Interviews g

o @OPEN @
ﬁ MEO00033

PrescientME Interviews o @ PSYCHS @

PSYCHS
ME29032 = &3 MES57953
ME12945 (@3 2022-05-13 12.58.42 PRESCIENT Mock_ Clinical measures. floating forms
ME49122 @3 TRANSCRIPTS

2021-07-14 20.45.06 Zarina Bilgrami’s Zoom Meeting 98126937659
2021-07-14 10.49.33 Zarina Bilgrami’s Zoom Meeting 94134392847
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2.3.3 Transcription Review

You will be asked to review a certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or
PII in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box/MediaFlux in the Transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

(&3 PresdientME_Actigraphy &
(@ PresclentME_EEG &
= &3 PrescizntME_Interviews &
= @ OFEN @
@3\ME00033
&3 MEST953
@ PSYEHS g
{3 TRANSCRIPTS

1. Open the For review folder within the Transcripts folder and download each newly added document using a text

with the text file inside).
iew so that nothing remains.

= @@ PrescientME_Interviews &

& @ OPEN @&
& @@ PSYCHS &
&) TRANSCRIPTS

(&3 Approve
(&3 For review
(&3 PrescientME_Actigraphy (- (&) PrescientME_Actigraphy (-
(@3 PrescientME_EEG & (@3 PrescientME_EEG §
= . PrescientME_Interviews & = @8 PrescientME_Interviews &
& @ OPEN @& & @ OPEN @&
@3 PSYCHS ) &3 PSYCHS &
= @3 TRANSCRIPTS § = @3 TRANSCRIPTS §&
(&3 Approved = @8 Approved
= &8 For review &3 ME00033
&3 ME00033 (&3 For review
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2.4 PSYCHS LANGUAGE SAMPLES - ONSITE COLLECTION

2.4.1 Equipment and Preparation

Equipment needed
1 EVISTR recorder that you can place between you and the subject during the session.
OR

1 laptop computer/mobile device with stand

Zoom application installed (requirements will vary based on type of device — see Zoom download page for appropriate
version: https://zoom.us/download).

- HIPAA-compliant Zoom accounts created through Yale or University of Melbourne should always be used to
create meeting links for speech samples.

Preparation

When you first use the EVISTR recorder, you will have to change some recording settings and set the date and time to
accurately capture all future recording date/time tags. This will be how you identify recordings, as they cannot be renamed
on the device itself. These settings should only need to be changed once.

The figure shows that the recorder has 4 main buttons on its front: REC, STOP, PLAY, and MENU. Its right side has two
main long buttons: a PREVIOUS/NEXT button near the top of the recorder and a VOLUME UP / DOWN button near the
middle of the recorder. On its left side, it has a long button for turning the recorder ON and OFF.

Micro USB port ~ PREVIOUS/NEXT =
forchargingand —» iy"' .
downloading [
— VOLUME UP/DOWN
ON/OFF — >

1. To set the date, turn on the recorder using the ON/OFF slider on the left-hand side.
a. Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select System Settings by pressing the MENU button again.
Use the PREVIOUS/NEXT buttons to scroll to the Date and time option and press MENU to select it.
Press MENU to select Set date.
d. Use the PREVIOUS/NEXT buttons to find the appropriate year (YY) and press the VOLUME UP/DOWN
buttons to change to month (MM) and day (DD) to do the same.
e. You can press MENU to exit out of these settings and STOP to move backward through the menus.
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2. To set the time:

a.

c o

Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select System Settings by pressing the MENU button again.

Use the PREVIOUS/NEXT buttons to scroll to the Date and time option and press MENU to select it.
Press MENU to select Set time.

Use the PREVIOUS/NEXT buttons to find the appropriate hour (HH) and press the VOLUME UP/DOWN
buttons to change to the minute (MM) section and change it using the PREVIOUS/NEXT buttons.

You can press MENU to exit out of these settings and STOP to move backward through the menus.

3. Select Recording Quality:

a.

Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select Record Settings by pressing the MENU button again.

Use the PREVIOUS/NEXT buttons to scroll to the Recording Quality settings and click the MENU button
again.

Use the PREVIOUS/NEXT buttons to scroll to 1536.WAYV and press the MENU button to select it.

4. Select AVR Mode under Record Settings:

a.

Press the MENU button on the front and use the PREVIOUS/NEXT buttons on the right-hand side to scroll
between options. Select Record Settings by pressing the MENU button again.

Use the PREVIOUS/NEXT buttons to scroll to the Voice Activation settings and click the MENU button
again.

Select AVR Mode and choose OFF. (We do not want to use Voice Activated Recording.)

You can press MENU to exit out of these settings and STOP to move backward through the menus.

Alternatively, to using the EVISTR recorder, Zoom can be used to record only audio.

1. Open a Zoom meeting and turn the camera off

2. Open settings, go to Audio on the left-hand menu page. Scroll down to the Microphone section.

O

Uncheck the box that says,
“Automatically adjust Microphone
microphone volume.”

. \ Test Mic | | Built-in Microphone (Internal Microphone) v

Check the circle that says, : ,
Orl.gfnal Sound for Input Level:
musicians.”
cxye Input Volume: = )

Uncheck the boxes “High- P el
fidelity music mode,” () Automatically adjust microphone volume
“Echo cancellation” and
“Stereo audio.” Audio Profile

Zoom optimized audio (recommended for most users) @/

O Original sound for musicians (recommended for studio environments) @

Displays in-meeting toggle to switch between Zoom optimized audio and
Original sound for musicians

) High-fidelity music mode @

) Echo cancellation @ \

) Stereo audio @
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3. Once these steps are complete, you should see a box on the top left of your video call screen. You want it to read
“Original Sound for Musicians: On”.

O Click this button before recording the interview.

@  Original Sound for Musicians: On <

Speaker

v Gallery

4. To record the interview, press the record button on the bottom of the screen and select Record to this Computer.
Please first ensure your computer is encrypted.

Y 4
™ Record on this Computer

Record to the Cloud

& ~ w- & a =

Start Video Security Participants

5. Inside the Zoom meeting, make sure that you change the person’s name to “Interviewer and Participant”.
You can do this within the ‘Participants’ section of the Zoom meeting, selecting “...” then selecting Rename; or
by right-clicking on the person’s image, then selecting Rename.

O Change the Interviewer’s name to I N Participants (1)

“T 1 1ci »? ® Rename
nterviewer and Partlclpant .
ha B... (Host, me)m More v

Enter new name here:

[ Interviewer [OR] Participant

O Initiate recording.

Rename
} Add Profile Picture

6. If you need to interrupt the recording for any reason, press Pause N m n
Recording to ensure that Zoom generates only one video file for the "
interview. Pause/Stop Recording
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2.4.2 Recording and File Saving for EVISTR

When you are ready to conduct your PSYCHS interview, you can place the recorder between you and the subject and
make sure it is not obstructed.

1. Place the recorder between you, but closer to the subject and press the red REC button to start recording.
2. Stop the recording when the interview has finished by pressing STOP.
a. The recording will automatically be saved, but you should transfer it to your computer for upload as soon
as possible after recording it.

To transfer the recording to your computer, connect the USB 2.0 to Micro B cable that comes with the recorder to your
computer. Attach the Micro B end into the recorder.

Once connected, you will be able to see on your computer the files stored on the recorder. You will find them in the
RECORD folder.
1. The folder will have file names like “20180131091134.WAV”. Look to the file’s date and time to determine
which file is associated with which participant.
2. Move files onto your secure network drive by placing them in a folder as specified in the Data Transfer Section

below.
CXON < RECORD @ ¢ me M » Q
@8 RECORD s> . 2023112512345WAV @
% Dropbox . 20180131091134 WAV @
5 Desktop
@ Recents

(3 Documents

2 Applications

2.4.3 Data Transfer to Network Drives

Recordings need to be uploaded to either the Yale Box Cloud or MediaFlux, depending on your site. These audio files
are recorded on a digital recording device.

3. Drag or copy-and-paste the files containing the audio and video files to the appropriate folder on MediaFlux. At
the highest level, the directory structure on the network drive specifies the research network and site (e.g.,
PrescientME for Prescient at Melbourne). At the second-highest level, the directory structure specifies different
datatypes: actigraphy, EEG, and interviews. At the third level, the directory structure specifies the research site
and the subject ID (e.g., ME49122). At the next level, the directory structure specifies interview type (e.g., open,
PSYCHS). Place the audio file containing the PSYCHS interview in the “PSYCHS” subdirectory.

PrescientME Interviews
PSYCHS
ME29032
ME12945
ME49122
20180131091134.WAV
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2.4.4 Transcription Review

You will be asked to review a certain percentage of the transcripts from your site for completeness and failures to mark
Protected Health Information (PHI) or Personally Identifiable Information (PII). In the event that you do find PHI or
PII in a transcript, contact a member of the Speech team as soon as possible.

You will receive an email notification when there are new transcripts available to be reviewed. The transcripts will be on
Box/MediaFlux in the Transcripts folder under your site language folder (i.e., where Zoom files are uploaded)

= §§ PrescientME g
(@) PrescientME_Actigraphy £
(@3 PrescientME_EEG §
&3 PrescientME_Interviews &
= @ OPEN g
(&3 ME00033
@@ ME57953
@PSYCHS g

@ TRANSCRIPTS

1. Open the For review folder within the Transcripts folder and download each newly added document using a text
editor (e.g., Notepad, TextEdit).

2. Ifyou see unmarked PHI/PII in a transcript you review, insert curly {} brackets around the word(s) that are
PHI/PII, e.g., My name is John. = My name is {John}.

3. Once reviewed, upload the edited file to the Approved folder. Do not rename the document (i.e., keep it the same
as it appears in Fok review) regardless of whether you make changes within the document. Simply move the
edited transcript document from For review to the corresponding subject’s folder in the Approved folder once
you have made necessary adjustments. If there is no ¢orresponding folder for the subject in Approved, move the

r review to Approved (along with the text file inside).

inal folder from For revi¢w so that nothing remains.

subject’s folder from
4. Remove the Subject’s ori

= @ PrescientME_Interviews &

= @ OPEN &
@ @@ PSYCHS @&

(&3 Approved
(&3 For review

= PrescientME | PrescientME
(&3 PrescientME_Actigraphy (- (&3 PrescientME_Actigraphy )
(&3 PrescientME_EEG & (&) PrescientME_EEG &
= @8 PrescientME_Interviews £ = @8 PrescientME_Interviews £
= @ OPEN & = @@ OPEN &
@aPsycHs & @aPsycHs &
= @3 TRANSCRIPTS §& = @8 TRANSCRIPTS £
(&3 Approved = &8 Approved
= &8 For review &3 ME00033
&3 MEO00033 (&3 For review
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