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DelphiManager – an overview
DelphiManager is a web based system designed to facilitate the building and management of Delphi
surveys. From a simple Excel template, you can quickly create a multi-round Delphi survey using the
Setup Wizard. This survey can then be managed in terms of emailing participants regarding missing
data, calculating the feedback data for individual rounds and downloading all user and scoring data
in standard CSV format.
The Delphi process is one in which a panel of experts answer a series of questionnaires over two or
more rounds in an attempt to achieve consensus. In round 1 participants are asked to rate the
importance of including a particular outcome in a core outcome set on a scale of 1-9. In subsequent
rounds participants are shown the distribution of ratings from other participants along with the
rating that they attributed to each outcome. They are asked to reflect, and re-rate if they want to,
having been shown the views of the other participants.
DelphiManager facilitates this process by a simple setup followed by inbuilt functionality to calculate
the distribution of ratings for a particular round. Unlike other online survey tools, the rating
distribution is then automatically displayed to the participant in the next round, together with a
reminder of their own rating. An example of what a participant might be shown in round 2 (of a
Delphi with a single panel throughout) is given below:

In the image above, the participant’s rating from the previous round is highlighted in yellow.
As an alternative, feedback in rounds 2 and/or 3 can be provided split according to stakeholder
group. This can either be shown using the format above (for 3 or fewer stakeholder groups) or in
graphical form (for any number of groups). To give maximum flexibility to the study team, graphs are
produced by the study team outside of DelphiManager (after extracting the study data) but can be
uploaded into the system as a ZIP file of images. They are then displayed on a ‘one outcome per
page’ basis as shown below:
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DelphiManager provides:



A simple web based User Interface for all interactions
Common structure
o Introduction
o Login page
o Questions pages (using a 1-9 Likert scale with an unable to rate option)
o In Rounds 2 and 3, feedback given as the distribution of participant ratings
o Feedback pages
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DelphiManager Structure
DelphiManager, at its core, is a website that contains all the necessary elements to both promote
and explain the study you are undertaking, as well as capture the ratings for the outcomes you have
determined.
The standard structure consists of:








home page
registration page/login page
question page(s)
review ratings page
additional outcomes page (round 1 only)
comments page
thank you page

You can choose to display a certain number of outcomes per page, or to create a question page for
each domain.
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Preparing your Delphi survey
In order to make the best use of DelphiManager, it is helpful to have all of your survey elements in
place offline before you start.

Outcomes and Domains
Outcomes and their respective domains are imported into DelphiManager via an Excel template,
which will be provided to you when you receive your setup details email. The template consists of
three simple columns: Name, HelpText, DomainName (where Name is the name of your outcome)
The only rules to the template are:




no blank rows
all outcomes must have a domain (but several outcomes can be in the same domain)
the column headings should not be changed

An example of the template is shown below:
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The HelpText column allows a more detailed explanation of an outcome to be added, or a plain
language description to be given. If the HelpText column is left blank, the outcome name is used as
the help text by default. A participant can view the help text by holding the mouse cursor over the
outcome in a question page, and a statement to this effect is displayed on the screen just above the
table. An example of this for round 1 is shown below:

Page Content
All page headers and introductory text within a DelphiManager website are editable. Preparing the
wording for all the pages mentioned in the DelphiManager Structure section in advance will make
setting up your survey via the Setup Wizard a more simple and efficient process. Wording can be
pasted in during the setup.

Email Content
DelphiManager contains a number of different email templates for emails sent during various parts
of the survey. For round 1, an email is sent once a participant has registered for your survey. The
content for this email should also be prepared in advance for efficiency.

Registration Page
By default, all participants must register to take part in your survey for round 1. The DelphiManager
registration page will always contain Name and Email, needed to personalise and send emails. It will
also contain a consent checkbox in order to comply with GDPR legislation. All of these fields are
mandatory by default.
If you wish to add any other elements to the registration form, to capture participant characteristics
for example, you can do so as part of the Setup Wizard. The different types of question responses
that can be added are:






Free text box
Radio button
Checkbox
Dropdown list
Date

The radio button, checkbox and dropdown lists are all made up of two parts – option text and option
value. The option text is that displayed to the user. The option value is that which is stored in the
data which is used for analysis. It is helpful to decide what elements you require for your registration
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page and what values or codes you wish to be stored with whoever will be analysing your data. For
example, for a Yes/No radio button; do you want Yes to be stored as a 1 or as the word Yes?
Captcha functionality is appended to the bottom of each registration page. This is necessary to guard
against potential automated SPAM attacks on this system. An example of this is shown below:

Stakeholders
If your Delphi study is going to involve different stakeholder groups, and you wish to analyse your
data accordingly, having a finalised list of stakeholder groups is also essential prior to set up.

Look and feel
The visual design of DelphiManager has been created to be functional yet elegant and as such
cannot be changed. However, it is possible to upload your own study logo should you have one. This
will be resized and reformatted to replace the existing DelphiManager logo.

System Font Size
The default font size within DelphiManager cannot be altered, particularly within the question
pages. However, the font size can be adjusted by the user by amending the font size of their
browser.

Question pages
The question pages for DelphiManager also have a consistent look and feel, although the content is
determined by your own outcomes and domains. An example question page for round 1 is shown
below:
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Question pages – Likert table
The administrative structure uses the terms Outcome and Domains throughout. However, it is
possible to change this terminology in the Question pages. If it is more appropriate to use the term
“Item” rather than “Outcome” then this can be changed during the initial setup. The category
headings e.g. “Not important” can also be changed. This is something you would need to let the
DelphiManager team know before your instance is setup.
Question pages – progress bar
In the image above, you can see the orange progress bar. This tells the participant how many
outcomes there are in total, how many they have answered and how many pages there are in total
for that particular round.

Question pages – unable to rate column
In order to avoid a participant selecting the Unable to rate column accidentally, it is coloured
differently by default.
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Survey Functionality
Once a participant has registered for your Delphi survey, they are sent an email confirming their
registration details and then taken to the first question page. DelphiManager then allows them to
take part in the survey at their own pace, whilst ensuring the integrity of your data. This is done in
three main ways:

Rating all outcomes on a page is mandatory by default
Regardless of the number of outcomes on a page, a participant is required to rate all of them before
either saving the page and exiting the survey or moving to the next page. Scoring here can include
use of the ‘Unable to rate’ column.

Save and Exit
Every question page has the option to move to the next page or to save and exit. As mentioned in
the point above, the participant will be required to complete the page that they are on first. If they
have pressed the Save and Exit button, they will be sent an email confirming they have saved their
progress. When they next log in, they will be taken to what would have been the next page in the
process.

Go Back
As long as that question page has already been completed, it is possible for a participant to go back
to a previous page and amend their ratings. Again, they will be required to complete the page they
are currently on before going back to a previous page.
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Administration System
Using DelphiManager you are able to both setup and manage your Delphi survey. Once your
DelphiManager system has been approved, you will be emailed details of your administrator
username and password. Initially this will allow you to log in and create your survey using the Setup
Wizard. Once your survey has been launched, you can log in and see an overview of the main study
details during the round as well as manage the process of moving from one round to the next using
the Next Round Wizard.

Setup Wizard
The setup wizard walks you through all of the steps required in order to launch a Delphi survey
yourself. If you have prepared your study in advance, as prescribed in earlier parts of this document,
it should be possible to set up and launch a study in 30-45 minutes.

Study Dashboard
Once you have successfully launched your Delphi study, the study dashboard allows you to keep
track of how it is progressing. It provides a snapshot of the headline information and from there, you
can drill down into more specific study details should you require. The key information shown by the
study dashboard is:






Total participants registered
Total completed each round
Total not completed each round
A breakdown of the completed/not completed participants for each stakeholder group (if
selected)
Total of any additional outcomes added to each round
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Emails
DelphiManager automatically sends emails to participants at key stages of the process. It is also
possible to manually send emails to participants via the administration system. These emails are
based on a variety of templates which are editable via the administration system. The email address
from which these emails are sent is configured during the initial setup so it can be the address of one
of the study team or a study specific email e.g. mystudy@liverpool.ac.uk. This ensures that any out
of office replies are sent to the appropriate person which makes the management of reminder
emails/missing data more streamlined.
All emails include a greeting of Dear [participant name] and also the details they originally registered
with which are:





Email address
Name
StudyID (automatically generated by the system as an anonymous identifier)
URL (website address of your DelphiManager survey)

Data Extracts
All data entered into DelphiManager by a participant can be extracted and downloaded. The two
main areas of data extraction are:



User ratings data
User registration data

All downloaded data from DelphiManager is presented in standard CSV format, allowing it to be
easily imported into most statistical analysis tools. As described above, DelphiManager does produce
the feedback in rounds 2 and 3 for particular study designs, but the data extraction facility allows the
study team to undertake additional analysis as required. No analysis is provided by the software
itself.
An example of a ratings data extract is shown below:
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Rating Values
Where there is a value in the Rating column that is something other than the Likert scale values of 19, the explanation is as follows:
-9: the value allocated when an outcome has not been rated.
10: the value allocated to the “Unable to rate” option.

New Functionality
In the most recent release of DelphiManager, two key pieces of functionality have been added: (i)
the ability to show or hide registration form questions based on stakeholder group, and (ii) the
ability to email participants after the study has ended.
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Preparing your Delphi Survey – checklist
To further facilitate getting your Delphi survey to a stage where you are ready to start using
DelphiManager and launch your study, please use the checklist below:
Finalised list of outcomes, domains and help text
Finalised survey structure - number of rounds, page per domain, feedback type in round
2/3
Appropriate person/group to determine inclusion of additional outcomes after round 1
DelphiManager team made aware if you DO NOT want randomisation
Finalised list of stakeholder groups (if presenting feedback by stakeholder group)
Appropriate person identified to analyse the data to produce the chosen feedback
format (if using bespoke feedback display in round 2/3)
Content for main DelphiManager pages – home page, question page
Finalised registration form questions
Content for reminder/missing data emails
Terminology for Likert table – Outcome/Item/Question
Contact email address for DelphiManager emails to be sent from

☐
☐
☐
☐
☐

☐
☐
☐
☐
☐

This checklist is only intended as a guide but without completing those items shaded red, the Delphi
process in general and the use of DelphiManager in particular will be more difficult and potentially
time consuming.
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Further Information
Further information, including extra screenshots and example data extract files, can be found at:
http://cometinitiative.org/DelphiManager/
For any other information, including how to purchase DelphiManager, feel free to contact the
DelphiManager team:
Technical Support
delphimg@liverpool.ac.uk

Paula Williamson
Chair of COMET Management Group and Professor of Medical Statistics
prw@liverpool.ac.uk

DelphiManager v5.0 – An Introduction

Page 15 of 15

