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Job Aid: Follow-up Evaluation Survey | Course: Training Evaluations

Lab 7: Configure Options for Draft Survey: Follow-up
Evaluation

Lab 8: Configure APM

Prerequisites
« Introduction to LearningLink Administration
. Learning Needs Management

« Online Content Management

Description

The purpose of this job aid is to guide administrators through the step-by-step process of creating a
follow-up evaluation survey.

Tasks

Create Draft Survey

Add Questions

Configure Options and Notifications
Preview and Publish Survey
Associate Survey with Item
Associate Item with Survey

. Configure APM
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LearningLink

Task A.

Create Draft Survey

Verify the Admin tab is
selected.

Navigate to Learning >
Questionnaire Survey.

Select Add New.

@8 M

Home  Users

Performance  Compensation

a0 a

[ETTTY Content Commerce  System Admin

Search: | Enter Keywords or Command

|

Items

Scheduled Offerings
Classes

Group Instances
Catalogs

Curricula

Requirements

Questionnaire Surveys

Communities

Instructors

Tasks

= Tools

Questionnaire Surveys Search | AddNew = @)

search Sa@rs; <o

Enter a value for each field that you want to use to fiter your search. Some fiekds allow you to select from a list of
values. You can also add or remove search criteria to further refine your search

Case sensitive search: © ves @ No

Survey ID: Starts With d |

Survey Name: ISLartszlh j |

Domains: Starts With s ¥
Status: & actve © Not Active {7 Botn

Items:

= e - N
ID:I—

Add/Remave Criteria ‘©

EXExED

Enter a survey ID.
Enter a survey name.

Select an evaluation
level (for this example,
select Follow-up
Evaluation: Application
of Learning).

Enter survey description
and comments.

Select domain.
Check Active checkbox.
Select Add.

Questionnaire Surveys

= Search = Add MNew

Add the Survey
= Required Fields

* Survey ID:

* Name:

+ Evaluation Level:

Description:

Comments:

* Domain:

Active:

search = Add New &)

Follow-up_Eval_01

Follow-up_Eval_01

©®

I Follow-up Evaluation: Application of Learning

Follow up evaluations attempt to answer whether or not a learner's behavior
actually changes as a result of the leamning.

Q, [pusLic o
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The new questionnaire

i Questionnaire Surveys Search = AddNew &)
survey is created. 4
» Search = Edit Summary
Summary Survey ID: Follow up_Eval_01

Name: Follow-up_Eval_01
Item Usage

Metifications Edit the Survey
! = Required Fields
Options areah
* Name: Follow-up_Eval_01
Questions » Evaluation  Follow-up Evaluation: Application of Learning
Level:
Description: Follow up evalustions attempt to answer wheter or not leamer's behavior actually

change as a result of new learning

Comments:

* Domain: @ [puBLIC

Active: W

Task B. Add Questions

Note: Follow-up evaluations attempt to answer whether or not learners' behaviors actually change as a result of
new learning.

0 Select the Questions tab
for the questionnaire

Survey preVIOUSIy Summany Survey ID: Follow up_Eval_01
Created. . - Name: Follow-up_Eval_01

Item Usage

Questionnaire Surveys Search | Add Mew | @)

» Search » Edit Questions

Notifications Edit the Survey

. = Required Fields
Options

Questions ii ("Previ== M [“Cancer Drart | E E
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Enter survey instructions.
Enter first page title.

Enter first page
instructions.

Select he Add Question
icon ().

Motifications Edit the Survey

. = Required Fields
Options

Questions

Survey Instructions:
Please complete this survey to the best of your abiity on your capabiliies before and after the training on speciic
tasks dealing with confrontation and difficult people.

Expand Al | Collapse Al

[+] e
Titie: Capabiity before the training. How did you deal with customer confrontation?
Instructions: \Answer these questions to see how you used to deal with confrontation before

'you received the training °

0 Question(s)
Enter queStlon Stem - Expand All | Collapse All :'Eg @
Select question type (for . h
this example select &
S exa p e selec = Title: Capability before the training. How do you deal with customer confrontation? e

rating scale).
Select a rating scale.

Select Add Question icon
(?2) to add additional
guestions to this page.

Select Add Page icon
(4) to add an additional
page.

Instructions: Answer these questions to see how your used to deal with confrontation before you

received the fraining.

[=1]

* |Before this training course, how often did you take a deep breath just before a
confrontational situation, or during the situation, if necessary?| This lowers your heartbeat

G and blood pressure.

Question Type: IRatimg Scale j 6
=

* Rating |5-POINT =l e

Scale:

1 Question(s)
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€@ | Enter second page title ®
and second page “Preview ] "Savebraft | “Cancel Draft | Reset |

instructions. Survey Instructions:

Please complete this survey to the best of your ability on your capabiliies before and after the training on specific tasks
dealing confrontation and difficult people.

Repeat previous steps to
add questions to this

page ) Expand Al | Collapse Al [a
@ sclect Save Draft. A

ﬁ

Title: Capability before the training. How did you deal with customer confrontation?

[g)  Instructions: Answer these questions to see how you used to deal with confrontation before
you received the training.

1 Questicn{s)

ﬂ Title:

m Instructions:

0 Guestion(s)
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Task C. Configure Options and Notifications

9 Select the Options tab.

0 TO Configure the pOSt = Search » Search Results > Edit Options
evaluation settings,

Questionnaire Surveys Search | AddNew | @

[—— Survey ID: Follow up_Eval_01

enter a number Of dayS — Name: Follow-up_Eval_01
from item completion to .
aSS|gn the fOIIOW-up Notifications Edit the Survey Defaults

Survey, and a number Of Options o Post Evaluation : Assign g

da.yS tO C0m plete the Days from Item completion

Questions

Su rvey - )I:;ls:;o;omplete
Se|eCt the paI’tICIpantS Of aﬂpﬂ“ts: © Employee { Supervisor ' Eoth
the fo”ow_up Su rvey_ Include Comments Field for each Question: & yas Mo

Select option to include 6
comments field for each FE

guestion.

Select Apply Changes.

Select the Notifications

Questionnaire Surveys Search | Add New | (@)
tab. : .
If necessary, edit body of , Survey ID: Follow up_Eval_01
R . Summary
nOtIflcatlon message- Name: Follow-up_Eval_01

Item Usage

SeIeCt Apply Changes Notifications a \“_;. Edit Questionnaire Survey Notifications

If necessary, click

Edit the Questionnaire Survey Notification

Options
B rowse tO add an Questions User: |<iabel key="notffication. FolowupE: i ification ject™t
attac h m e nt to . Other: |<iabe! key="notification. FolowupEvaluationAssignmentotification. OthersSubject>
n Ot | fl Ca.t | on. Body: |<iabe! key="notfication. FolowupEvaluationAssignmenthotficaton. Message Text17>

<LOOP= <SURVEY_NAME= (<SURVEY_|D=) for <ASSESSEE_ID= by
@ <REQUIRED_DATE> </LOOP> <label
key="notification FolowupE: i -ation MessageText2'l»

Select Apply Changes.

Attachment for Questionnaire Survey Notification e

Current
Attachment:

New Attachment: Browse @
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Task D. Preview and Publish Survey

Select the Questions
tab.

Select Preview. Summary
Item Usage

Motifications

Options

Questions ii

Questionnaire Surveys
= Search > Search Results - Edit Questions

Survey ID: Follow up_Eval_01

Name: Follow-up_Eval_01

Edit the Survey

Search | Add New

®

* = Requiggsnieis

Survey Instructions:

—

dealing confrontation and difficuit people.

Please compiete this survey to the best of your ability on your capabiliies before and after the training on specific tasks

Select Draft from drop-

down menu.

Published | .. .

I—

Draft this survey to the best of your ability on your capabilities before and after the training on specific tasks
dedling confrentation and difficult pecple.

Review preview of

survey. Survey

Select Close to close
preview of survey.

Title:

Subject of Evaluation:
Offering:

Instructor:

Location:

Please complete this survey to the best of your ability on your capabilities before and after the training on specific tasks
dealing confrontation and difficult people.

Follow-up_Eval_01

(Capability before the training. How did you deal with customer confrontation?

Page 1 of 2

Answer these questions to see how you used to deal with confrontation before you received the training.

1. Before this training course, how often did you take a deep breath just before a confrontational situation,
or during the situation, if necessary? This lowers your heartbeat and blood pressure.

Exceeds
N/A Unsatisfactory Meeds Work Satisfactory Expectations Excellent
s & [ 8 & o
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6 Select Pu bl iSh The Questionnaire Surveys Search | Add New | &)
SU rvey iS nOW ready fo r = Search = Search Results = Edit Questions
uSe Summar Survey ID: Follow up_Eval_01
- E Yy
Name: Follow-up_Eval_01
Item Usage
Notifications Edit the Survey
Options = Required Fields
Questions “.?' M M M u E E
Survey Instructions:
Please complete this survey to the best of your ability on your capabilities before and after the training on specific tasks
dealing confrontation and difficult people.
Task E.  Associate Survey with Item

Select the Item Usage
tab.

Select the add one or
more from list link.

Summary

Search for and select one

ltem Usage ‘i

Questionnaire Surveys Search | Add Mew
= Search = Search Results = Edit Item Usage

Survey ID: Follow up_Eval_01

MName: Follow-up_Eval_01

Motifications

or more items.

Options

or

Questions

Select item type and
enter item ID exactly.

Select Add.

Edit Item for the Survey

Add an Item to the Survey

Enter ltem |D or add cne or more from list 9

Type Item 1D
Update the Item Usage for the Survey

There is no Items for this Survey

-

Review list of added
items.

Note: Once this survey is
assigned, completions and
mean score can be viewed for

York)

Update the ltem Usage for the Survey

(5 ]

Select All/ Desclect Al

N tem Assigned Completions Percentage Mean Score  Remowve
this tab. ;

COURSE COMMO515 (Rev 4 - 0 0 0.00 MN/A '
1242372004 02:38 PM Americal New

York)

COURSE MGMTO223 (Rev 4 - 0 0 0.00 MSA I
1242342004 02:39 PM Americal New

York)

COURSE TEAMODZ14 (Rev 4 - 0 0 0.00 MN/A '

12723/ 2004 02:39 PM Americal New

Select ANl J Deselect All
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Task F.  Associate Item with Survey

0 Navigate to Learning > B i~ ] B 0O

Iltems Home Users Performance  Compensation [(RLUAY Content Commerce  System Admin
search: [ Enter Keywords or Command [ Gor
@  search for an item.
[ {tems 0 Items Search AddMNew &)
Search Sa rches 0

Scheduled Offerings

Enter a value for each field that you want to use to fiter your search. Some fields allow you to select from a list of
wvalues. You can also add or remove search criteria to further refine your search

0 e

Classes

Group Instances

Case sensitive search: ' ves & Mo
Catalogs
2 Search All Locales: ' ves  No
—— ftem Types: [starts wan =l v
Item 1D: [starts witn =l

Requirements
Revision Date: m l—
) o (MM/DDAVYYY)
Questionnaire Surveys
Revision Number: |5m5w,m | | 9

Communities Item Title: |starts with =
[E—— Item Status: & active O Notactve 0 Both
Item Classification: [Starts witn =0 &
Tasks Online Settings: I™ Has onine content
[ Tools Add/Remove Criteria ©

@W

e Se|eCt the edlt ICOﬂ (ILI) Field Chooser% Download Search Results 2
to enter the item in edit
mode. |

Records per Paze | 25 ™| (17 totsl records)

Item e Title

COURSE COMMOS15 (Rev 4 - |1 <] | Getting Results through Communication
12/23/2004 02:38 PM America/MNew
York)
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Select the Evaluations
tab.

Summary
Catalogs
Chargeback
Competencies
Cost Calculation
Curricula
Custom Fields
Delivery Data
Design Data

Documents

Evaluations !'

Grading Options

Items Search | Add Mew | @)

= Search > Search Results = Edit Evaluations

Item Type: COURSE

Item ID: COMMOD515
Revision Date: 12/23/2004 02:38 PM America/New York
Revision Number: 4

Item Title: Getting Results through Communication

Edit Evaluations for Item
Sections that cannot be edited are not accessible. Access all sections in view mode.

Item Evaluation : User Satisfaction

Survey: Q Days to Complete: Required For Item Completion: &

Learning Evaluation : Mastery of Content

Pre-Test: | Mone ;l

Post-Test: | Mone LI

In the Follow-up
Evaluation: Application
of Learning section,
select the search icon
() to search for and
select a questionnaire
survey.

Select Apply Changes.

Configurations:

Follow-up Evaluation : Application of Learning

Survey: Q IFoIbwup_E‘.faI_[ e

Participants: [ Supervisor [ Employee ¥ Both

Assign |3C' days from Item completion

Allowe |7 days To complete

]

Note: Depending on how the
survey was configured, the
Participants field and the
assignment configurations
may or may not be auto-filled
once the survey is added. If
necessary, change these
fields.

-10 -
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Task G. Configure APM

Navigate to System
Admin > Automatic
Processes > Evaluation
Synchronization.

Enable this process to be
scheduled.

Select frequency of
synchronization, and
enter configuration
options.

Select a time-zone.

Enter an email address
for notification.

Select Apply Changes.

e M @ 8@ 0

Home Users Perfor mance

Compensation

Learning Content Commerce System Admin

search: | Enter Keywords ar Command

[ Gor

(=] Application Admin

[#] Security

[=] Automatic Processes

Assessment Motification
Assignment Profile Synchron
Attachments Quota Watch kb
Background Job Synchroniza
Catalog Price Update

Clean up Approval Processes
Clean up Background Report:
Curriculum Clean-up

Ceny Expired Approval Proce

lEinred Plans Process G‘nmmddress: |
External Werification Remin

Initiative Notification
Inventory Reorder

Item Request Clean-up

ltom Sohodiling Namand

Evaluation Synchronization

» Evaluation Synchronization

", Evaluation Synchronization

¥ scheduie This Process

Every:
 Hourly 000 Hour(s)
Daity
T Weekiy Day: -

" Monthiy Date: ~

Time of Day:

e 06:00 AM
Time Zone: IAmBrimy'NBwYurk (Eastern Standard Time)
Last Execution: 10¢22/2010 0600 AM America/New York

Hext Execution: 10232010 06:00 AM America/New York

1O

i e | e | v
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