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Sassie Quick Start User Guide 

 
Welcome to this Quick Start Guide to the new AutoScheduler for SASSIE version 3.0, now called the Scheduler 
Wizard. 
 
To begin: 
 
FROM THE MAIN ADMIN PAGE : Select the “Schedule Shops” Menu and choose the “Create Session” option. 
 
 
Before beginning to create the actual scheduling session, we must first select the “AutoProfile”, a profile of the 
kind of shopper allowed to perform the shops in this session. 
 
The “Create Session” menu option brings you to the “Select AutoProfile” page, where you can select a previously 
created profile, or choose to “Create New Profile”. 
 
Profiles are created specifically for one client and one survey, 
 

 
 
 
V3 Change: Previously, you had to select the Shopper Matching Method when you created the profile – now this 
decision is made when you select the session settings later. The “Offer to Shoppers By” column is shown in gray 
to signify that these profile match method settings no longer apply in version 3. 
 
What’s a Matching Method ? A Shopper Matching Method of state, as shown in a few examples above, any 
shopper living in the same state as any of the locations in the session will receive an email. 
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If you decide to create a new AutoProfile, you’ll be presented with the following “AutoProfile Admin” page : 
 

 
 
In this example, we are creating a profile for the company named Widgets Unlimited and its “Main” survey. 
 
V3 change : The link in blue signifies where we previously made the Shopper match Method selection. 
 
“Enforce 30 days” – here we prevent the same shopper from shopping the same location within the next 30 days. 
 
“Minimum Shopper Rating” – here we decide to only allow shoppers with a 5/10 rating or higher to apply for this 
shop 
 
“Age 21 Years or More” – We limit these shops to those who are 21 years or Older.  
NOTE: This setting also prevents emails from being sent to those below 21. 
 
“Gender : Male” – We limit these shops to men. 
NOTE: This setting also prevents email from being sent to those who are not male.  
 
NOTE : In fact, the only settings that prevent mail from being sent are the Age setting and the Gender setting”. In 
contrast, the Income setting of $20,000 will NOT prevent emails from being sent to those below 21. However, if 
someone below decides to apply for a shop with this profile, they will be blocked. 
 
Why do we do this ? Since shopper data is not always up to date (and is often carelessly entered), we decided to 
only have Age/Birthdate and gender (two important demographics that are unlikely to change) limit the emails. 
 
Once we have selected/created a profile, we are ready to begin our session. 
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Self Assign – if your company has opted for the Self Assign module, you will see the purple row here that allows 
you to designate a Self Assign session.  Self Assign allows shoppers to assign shops to themselves on a first-
come first-serve basis (NOT recommended for more quality-sensitive surveys where a higher degree of control 
over who gets which shop can have a huge impact on project success). 
 
Waves – if your company opted for the Waves option, this session’s results can be grouped with other session’s 
results into a “Wave”. In this case, the “Widgets Spring Campaign” is the Wave and can include many sessions, 
including those involving other surveys for Widgets Unlimiited. 
 
The only required field on this entire form is the Due Date (the last day the shopper is allowed to visit the 
location). The Submit Due Date field informs the shopper when his/her completed survey should be submitted by. 
The Start Date prevents shoppers from starting the shop ahead of time. 
 
The Shop Comments are for brief reminders on the upcoming shop. These stay with the shop for the history of 
the shop.  
 
The Temporary Email Comments are for comments to help a shopper decide whether or not to apply for a shop. 
Shop instructions should be loaded as a separate document and NOT posted in this temporary email comments 
field since they will disappear as soon as the shop gets assigned. 
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The next step is to select which locations you’d like to include in this session.  
 
You can select: 
 

* All Locations in Company  
 
* Subdivision (i.e. district, region, division, area … or however that particular client is set up) or Group 
(usually a location type, such as Taco Bell “Express” vs. Taco Bell “Regular” or “Super” Walmart vs 
“Regular” Walmart) and check off which districts, region, groups, etc. you’d like included in this session 
 
* Individual Locations – displays a list of every location in the company so you can check off the ones you 
want. Not recommended for companies with hundreds or thousands of locations 
 
* Individual Location ID – You can enter (or cut & paste) a list of Location IDs into the text box (1 Location 
ID per line, as shown in the example above where locations #MA1, #MA2, #CA2, #NY1, and #GE1 are to 
be shopped. For safety, the system will check to make sure all of your Location IDs are valid (and highlight 
all of the incorrect IDs). This method is recommended for selecting individual locations for companies with 
hundreds or thousands of locations. 
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After making your selections, the system will display a list of all locations (unless the list is extremely long) and will 
always display any locations that have been deactivated – these will not be included in the session. 
 

TIP : Please make sure that this page is finished loading before moving onto the next page if you are 
including many locations, as it often takes awhile to load. If you move too quickly to the next page, you may 
end up missing some locations which haven’t had sufficient time to load. 
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The next step is to select the shopper matching method – in other words, how do we find shoppers likely to shop 
these locations ? 
 
 

 
The "Shopper Matching" step of the Scheduler Wizard helps you find shoppers based on their proximity to the 
locations being scheduled. 
 
 First, you determine the number of shoppers you want to find per location by filling in the appropriate Shopper 
Target inputs. In this example, we specify that we’d like to find between 20 to 250 shoppers per location – the 
wider a range you select, the easier it will be to zero in on which locations are going to present scheduling 
problems. The first number (minimum acceptable shoppers) can be at MOST 100 shoppers, and the second 
number (maximum acceptable shoppers) has to be at LEAST 50. 
 
Next you’ll need to select the Shopper Matching method.  
 

TIP: For all sessions in the USA, we highly recommend using the “SmartMatch by Zip” Method 
and allowing the system to automatically select the ideal matching method for each location. 
 

V3 change: We have added five new matching methods, all of which use Zip Code and Radius in miles to match 
up shoppers with locations: Zip Narrow, Zip Medium, Zip Wide, Zip Last Resort and SmartMatch by Zip (which 
utilizes all four of the other Zip Distance matching methods. These methods are superior to the previous methods 
(Country, State, Area Code and Zip Code Zone, which are still available). 
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How does Smart Match by Zip work (and why is this probably the only method I need to use ?) 
 
 

 
 
SmartMatch by Zip takes each location and searches for shoppers within 10, 20, 30 or 100 miles until it finds a 
number of shoppers in the target range you’ve specified. This has many advantages over the State and Area 
Code method: 
 

 Shoppers that live across an area code border or state border but are within range will be included 
 Shoppers who live clear across a large state such as Texas or California beyond 100 miles of a location will 

not be included – this is especially helpful for those sessions with very few shops. 
 Locations in a densely populated area such as Manhattan will only include shoppers in a small range (since 

you won’t have to look very far to get enough shoppers for that location), whereas locations in sparsely 
populated areas will include shoppers as far away as 100 miles. 

 This method automatically selects the shoppers most likely to actually do these shops and saves you the 
time and hassle of sending out thousands of wasteful unwanted emails that only increase the amount of 
time it takes to reach your prime target shoppers. 

 
 
For non-US shops, we hope to have a similar system based on cities (rather then zip codes) available soon. 
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After submitting the initial page, you will be presented with the highly useful Shopper Match Report, which will 
alert you to “Danger” locations, those that are in danger of not getting filled. 
 
 

 
 

When you’re satisfied with your Match Results, click the “Good Enough ! Move On!” button 
 
Locations on Target: The green row tell us we found our target number of shoppers (20 to 250) for 3505 
locations. The next column specifies exactly which methods were used to achieve the target number. 
 
Too Few Shoppers : The orange row shows us that 62 locations had fewer than 20 shoppers matched. These 
are our danger locations, the ones that may be hard to fill. Keep in mind for each of these “too few shoppers” 
locations, the system searched 100 miles from each location and still failed to find enough shoppers.  
 

TIP : In desperate situations, you can use the “retry” option to choose a wider search method such as Area 
Code or State, but this is generally not recommended. You will certainly get more shoppers matching, but 
since they will all be more than 100 miles away from any location you’re probably adding shoppers that will 
never do those shops anyway and just giving yourself a false sense of security ! 
 

Too Many Shoppers: The blue row shows locations that have too many shoppers, even within a 10 mile radius 
of the location. In this case, it may be useful to retry with “Zip Code Zone” as a way to pare down the number of 
shoppers. 
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Having the list of locations where there are too few shoppers can be a very helpful tool 
for determining where you should focus your shopper recruitment efforts.  
 
TIP : If you click the number of matches (such as the number 15 for the LAREDO 
location), you can see a list of the emails for those 15 shoppers – handy for making 
direct contact with those shoppers for those hard to fill shops. 
 

 
 

Guide to Auto Scheduling Surf Merchants  2004 Current as of 12/2013 Page 10 of 13 



Sassie Quick Start User Guide 

 
Finally, you’ll need to select how you’d like these shops to be distributed: 
 

 
 

* Delete All Shops – obviously, this is your last chance to chicken out and cancel ! 
 
* Leave Shops on System – this option is handy for those situations where you want to create the session and the 
shops but don’t want shoppers to know about them yet (i.e. this is generally done in conjunction with a later 
resend of emails or posting to the job board). 
 
* Post to Job Board Only – this option allows these shops to be visible on the Job Board, where shoppers can 
search for shops 
 
* Email Shoppers – this option actually sends out the emails (and simultaneously posts them on the Job Board, if 
desired).  
 
If you’d like to send yourself a test email to see what it looks like first, you can select the “Send test email” option 
– it will go the address in the FROM field listed above and you’ll be able to instantly go back to this page and send 
out the emails for real.  
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Below that control box you’ll see a preview of what the email looks like- you can directly edit certain parts of the 
email (located in the large text box). To edit other parts of the email such as the Due Date or Start Date or Shop 
Comments or Temporary Email Comments, you’ll need to click the “Edit session settings” link and make the 
changes directly to the session. Those changes will automatically be reflected here when you  are sent back to 
this page. 
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After selecting the send email option (and posting shops to the Job Board), you’ll receive the following verification. 
 

 

 
 

Your emails will go into the queue of the BEMS system (the Bulk Email Server system, a series of high speed 
servers dedicated to sending out shop posting emails), currently capable of sending 30,000 emails per hour. The 
BEMS system goes through each session in its queue, sending 200 emails from each session per pass.  
 
This means your emails will begin sending quite soon – the time at which your emails finish sending is determined 
by the number of emails in your session (and the current number of sessions in the queue). The more emails in 
your session, the more passes it will take to complete sending all of your emails. 
 
For a rough estimate on when your last pass of emails will be sent, click the “BEMS Log” button. 
 
To continue working on other sessions, click the “View Other Sessions: button. 
 
To Return to Scheduler Main Page, click the link that says … well … you know …. ! 
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