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Job Aid: Item Evaluation Survey | Course: Training Evaluations
Lab 1: Create Draft Survey and Add Questions: Item Evaluation

Lab 2: Configure Options and Notifications for Draft Survey: Item
Evaluation

Lab 3: Preview and Publish Survey: Item Evaluation

Lab 4: Associate Survey with Item: Item Evaluation

Lab 5: Associate Item with Survey: Item Evaluation

Prerequisites
. Introduction to LearningLink Learning 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 an
item evaluation survey.

Tasks

Create Draft Survey

Add Questions

Configure Options and Notifications
Preview and Publish Survey
Associate Survey with Item
Associate Item with Survey
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Task A. Create Draft Survey

Verify the Admin tab is
selected.

LS DUBRATMINT OF LasOR

@Learningﬁnk
8 8 M

Home Users Performance Compensation

Content

-

Commerce

System Admin

Learning

A A Search: | Enter Keywords or Command Go b
€| Navigate to Learning > o
Questionnaire Surveys. — Questionnaire Surveys caarch | b vew | @
search saved searches @

Select Add New.

Scheduled Offerings

Enter 3 value for each field that you want 10 use to filter your search. Some fields aliow you to select from a list of
values. You can also add or remove search oriteria to further refine your search.

and comments.
Select domain.

Check Active checkbox.

Select Add.

Description:

Comments:

6‘ Domain:
@hctive:

Classes
Case sensitive search: % Yes @ No
Group Instances Survey ID: Stans With hd
Survey Name: Starts With -
Catalogs Domains: Stans With - v
Ttk Status: @ Active ) Not Active ) Both
Items: Exact -+ Type: - v
Requirements "
% Add/Remove Criteria ]
d Questionnaire Surveys E
Communities
Enter a survey ID. ] ] .
Questionnaire Surveys Search | Add New | &
@ Enter a survey name. . Search » Add New
@ sclect an evaluation Add the Survey
level (for this example,
select Item Evaluation: = Amire T
User Satisfaction). O sineyn:  frnceea
o Q * Hame: nstructor Evalustion
Enter su rvey deSC“ptlon e* Evaluation Level: tem Evaluation: User Satisfaction -

Thiz survey will mezsure how well did your instructor lead the cass?

Q, [Ens
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The new questionnaire
survey is created.

Questionnaire Surveys search | Add New | @)
» Search » Search Results » Edit Summary

Survey ID:  Instructor_Eval_1

Summary ) Name: Instructor Evaluation
Item Usage .
e Edit the Survey
Notifications * = Required Fields
* Name: [Instructor Evahtion
Optlons * Evaluation It=m Evaluation: User Satisfaction
Level:
Questions Description: This survey will measure how well did your instructor lead the class?
Comments:

* Domain: @, [FUBLIC

Active:




LearningLink
] . |( Administrator Job Aid
LECIFHlﬂgLII"I Item Evaluation Survey

L5, DEPARTMENT OF LABOR

Task B. Add Questions

Note: It is important to keep in mind the type of training event this survey will be used to assess. Ensure that
the questions being asked are applicable. For example, a set of questions on how well an instructor kept the
class engaged might not apply to an online course.

0 Select the Questions tab
for the questionnaire Summary
survey previously
created. Iltem Usage
Notifications
Options
Questions o
Enter survey instructions. Questionnaire Surveys search | AddNew | @
Enter fl rSt page tltle = Search » Search Results = Edit Questions

Survey ID: Instructor_Eval_1

Enter first page
inStI’UCtionS_ Name: Instructor Evaluation

Select the Add Question Edit the Survey

icon ().

* = Required Fislds

Survey Instructions:

Expand Al | Collapse A L_a
a Title: Ga
Instruction®s
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Enter question stem. .
Questionnaire Surveys search | add Mew |

e SeIeCt queStion type (for » sgarch » search Results » ECit Questions

this example select
I’atlng Scale) Survey ID:  Instructor_Eval_1

Mame: Instructor Evaluation

Select a rating scale.

o Edit the S
Select Add Question icon | — o= UYEY

(22) to add additional = necuired Ficks

guestions to this page. _ _
“Preview | Save Draft | Cancel Draft | Reset |

€| select Add Page icon Survey Instructions:
(l}) to add an addltlonal Flease respond to 2l questions 2= honest 2= possitle.
page. Add page

Y
Excpand Al | Collzpse A @

b
o O:

Title: Genersl Course Feedback

Plea=ze complete the following guestions to the best of your ability,

Order  Questions

| Thiz training was relevant to my job. i

Guestion Type: Rating Scale - e
* Rating Scale: 5-POINT - @

1 Qhuemtion(z)
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€@ | Enter second page title
and second page
instructions_ = Search = Search Results = Edit Questions

Questionnaire Surveys Search | Add Mew | @)

Survey ID: Instructor_Eval_1

Repeat steps above to

add questions to this Mame: Instructor Evaluation
page.
Edit the Survey
@ Select Save Dratft.

* = Reguired Fields

Please help us improve cur quality. Your feedback is very important to us. Please complete the survey to the best of
your ability.

Expand Al | Collapse Al Ea

o

0 ..

E GGeneral Course Feedback

[g] Imstructions: Please complete the following questions to the best of your ability

1 Question(s)
m o

a

Title: Course Materials
[  Instructions: Rate your overal satisfaction with the course materials
1 GQuestion(s)

)
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Task C.  Configure Options and Notifications

0 Select the Options tab
for the questionnaire
survey created. Questionnaire Surveys

= 5earch » Search Results » Edit Options

Search AddMNew @

Select the anonymous
Survey Option e Survey ID: Instructor_Eval_1

Mame: Instructor Evaluation

[ 3] Enable option for survey Item Usage
requi red_ for item Notifications Edit the Survey Defaults
completion. ‘
Options G Anonymous Surveys: @ Yes No

Enter number Of days to . eRequired For Item Completion:
complete survey from S o _

. ays to Complete:
assignment.

Include Comments Field for each Question: Yes @ Mo

Select option to include
comments field for each

. — Aoply Changes | Reset |
question.

Select Apply Changes.

Select the Notifications
tab.

Questionnaire Surveys Search  AddMew &)
= 5earch = Search Results = Edit Motifications
Survey ID: Instructor_Eval_1

If necessary, edit body of —
nOtiﬁCation message. Name: Instructor Evaluation

Item Usage

Se|eCt Apply ChangeS Notifications a Edit Questionnaire Survey Notifications

Edit the Questionnaire Survey Notification

- Options
If necessary, click
Browse tO add an Questions User: |<tabel key="notification [temE i ification ject™/>
Other: |slabel key="nofification ltem " ification OthersSubject™s>
attachment to
o - Body: |<label key="notification.ltemEvaluat X thotification. M Text1” -
notification. larg0="<COURSE_NAME=" arg1="<COURSE_ID="> <izbe! =
key="nofffication. ltemEvaluat i tMotification. M geText2”
arg0="<SURVEY_NAME>" arg1="<SURVEY_|D>" arg2="<REQUIRED_DATE>"/> <iabel
kev="nofification ItemF: i i ification Text 2l ad

Select Apply Changes.

Attachment for Questionnaire Survey Motification

Current
Attachment:
New Attachment: Browse... @

@[ oply Changos. | Reset. | Clear the Attachmont |
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Task D.

Preview and Publish Survey

Select the Questions
tab.

Select Preview.

Questionnaire Surveys
= Search » Search Results » Edit Questions

Survey ID: Instructor_Eval 1
Summary

Name: Instructor Evaluation
Item Usage

Notifications Edit the Survey

Search | Add New | &

. * = Required Fields
Options

Questions !!

Survey Instructions:

'your ability.

Please help us improve cur quality. Your feedback is very important to us. Please complete the survey to the best of

Expand All | Collapse Al

& @

[+]
Titie: General Course Feedback

[g]  Instructons:

Please complete the following guestions to the best of your ability

1 Question(s)

Select Draft from drop-
down menu.

Questionnaire Surveys
= Search > Search Results > Edit Questions

Survey ID: Instructor_Eval_1
Summary

Name: Instructor Evaluation
Item Usage

Notifications Edit the Survey

Search | Add New @)

R * = Reguired Fields
Options

Questions

mprove our quality. Your feedback is very important to us. Please complete the survey to the best of

Review preview of
survey.

Select Close to close
preview of survey.

Survey

Please belp w improve our quality, Your feedbach is very important to us. Please complele the survey Lo the best of your sbility,

Titie: Instructor Cvaluation
Offering:

Wnstructor:

Lacatian:

Do ot submit my name with this survey.

tsenersl Courie Feedback

Nf& Nrver Seldnm Mersrry

Fagelotd

Frequertly Abways

Save Previows Pave | ([IETTTTY
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O | sclect Publish. The

. Questionnaire Surveys Search | AddNew | &)
survey is now ready for
= 5earch » Search Results > Edit Questions
use. N
Survey ID: Instructor_Eval_1
Summary
Name: Instructor Evaluation
ltem Usage

Notifications Edit the Survey

. * = Required Fields
Options

(6
Questions M M M M E

Survey Instructions:-

Please help us improve our guality. Your feedback is very impertant to us. Please complete the survey to the best of
your ability.

Expand 4l | Collapse Al L‘a
\]
& 8
e Title: General Course Feedback
[g)  Instructions Please complete the following questions to the best of your abiity
1 Question(s)
Task E.  Associate Survey with Item
€@ sclect the Item Usage
tab Questionnaire Surveys Search | Add New | @
= Search = Search Results = Edit Item Usage

Select the add one or

Survey ID: Instructor_Eval_1

more from list link. summany _
\ Name: Instructor Evaluation

Item Usage 0

Search for and select one ,

or more itemS Notifications Edit Item for the Survey
Options Add an Item to the Survey

Or ner liem Or 20d One Or more Trom hs!
Questions Enertem o ! : g

Type Item ID

Select an item type and . o
enter item ID exactly.

Update the Item Usage for the Survey

Se I eCt Add . There is ne ltems for this Survey
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Review list of added
items.

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

Update the Item Usage for the Survey

Select Al J Deselect ANl

Item Assigned Completions Percentage Mean Score  Remove
OMLIME DE-E-Learning (Rev 2 - 0 0 0.00 MNiA =
2414/ 2007 10:39 AM Americal/New

Yark)

Select Al J Deselact AN

Task F.  Associate Item with Survey

Navigate to Learning >
ltems.

Search for an item.

0 o

Admin 1
ing C Commerce System Admin

m !
Home Users Performance Compensation Learn ontent

[
Search: | Enter Keywords or Command

Search | AddNew = &)
{ ltems ) Items Y
. Search Saved Searches
Scheduled Offerings ar Saved searches @
a 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
asses

wvalues. You can also add or remove search criteria to further refine your search.

oo [ Lt

Group Instances

Case sensitive search: ©) Yes @ MNo
Catalcgs Search All Locales: ©) Yes @ Mo
Curricula Item Types: Starts With - h 4
Item 1D: Starts With -
Requirements
Revision Date:
(MMSDDFYYYY) i
Questionnaire Surveys
Revision Humber: Starts With -
Communities Item Title: Starts With - g
[ — Item Status: @ active © Notactve O Both
Item Classification: Starts With - =]
Tasks Online Settings: [E] Has cniine content
[& Tools Add/Remove Criteria ‘©
B
Select the edit icon (E') ftem Title
to enter the item in edit ONLINE DE-E-Learning (Rev 2 - 24 [<]] E-Learning v2
mode 2/14/2007 10:39 AM America/Mew
York)
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Select the Evaluations
tab from the left menu.

Evaluations

In the Item Evaluation:
User Satisfaction
section, select the
search icon (%) to
search for and select a
guestionnaire survey.

Select Apply Changes.

Note: Depending on how the
survey was configured, the
Days to Complete field and
the Required for Completion
checkbox may or may not be
auto-filled once the survey is
added. If necessary, change
these fields. If desired, enter
or change the Days to
Complete number and
check/uncheck the Required
for Item Completion
checkbox.

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

Item Evaluation : User Satisfaction

Survey: Q, instructor_Eval - Days to Complete:

Learning Evaluation : Mastery of Content

Pre-Test:  Mone

Post-Test:  Wone

Follow-up Evaluation : Application of Learning

Survey: &
Participants: Supervisor Employee @ Both
Configurations: Assign day's from Item completion
Allow days To complete

Required For Item Completion: [7]

Aoy s | e |
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