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Job Aid: Item Evaluation Survey

Purpose

The purpose of the Item Evaluation Survey job aid is to guide you through the step-by-step process of
creating an item evaluation survey.

In this Job Aid, you will learn how to:

e Create Draft Survey
Add Questions
Configure Options and Notifications
Preview and Publish Survey
Associate Survey with ltem
Associate Item with Survey

Task A. Create Draft Survey

Note: Verify that the Admin tab is

- Questionnaire Surveys searcn @
SeIeCted ' Scheduled Offerings Search saved searches &
1. Navigate to Learning > e e 1 e o i
Questionnaire Surveys. Stoup lstances ”““Oz
2. Click Add New. — B
Requirements ZUNWNB'"E: Starts Wi - .
Instructors e Fe X e = ¥
fesks Add/Remove Criteria © )
[z Tools ﬁ@
3. Enter a Survey ID. Add the Survey
4. Enter a survey Name. e
5. Select an Evaluation Level from e
the drop-down menu. —— - =1
6. Enter a survey Description and
Comments.
7. Select a Domain.
8. Check the Active checkbox. T S
9. Click Add. The new questionnaire
survey is created.
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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

guestions on how well an instructor kept the class engaged might not apply to an online
course.

1.

ablrwn

8.

9.

Select the Questions tab for the
guestionnaire survey previously
created.

Enter survey Instructions.
Enter the first page Title.

Enter first page Instructions.
Click the Add Question icon.

Enter the question stem in the text
box.

Select the Question Type from the
drop-down menu.

Select a Rating Scale from the
drop-down menu.

Click the Add Question icon to add
additional questions to this page.

10.Click the Add Page icon to add an

additional page.

11.Enter the second page Title and

second page Instructions.

12.Repeat steps 5-10 above to add

guestions to this page.

13.Click Save Draft.
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Select the Options tab.

2. Select the appropriate radio button for
Anonymous surveys.

3. Click the Required for Item
Completion checkbox.

4. Complete the Days to Complete field
for how long participants have from
assignment to complete the survey.

5. Select the appropriate radio button
for Include Comments Field for each
Question.

6. Click Apply Changes.

7. Select the Notifications tab.

8. If necessary, edit the Body of the
notification message.

9. Click Apply Changes.

10.1f necessary, click Browse to add an
attachment to the notification.

11.Click Apply Changes.

ADVANCE

TRANSFORMING POTENTIAL INTO PERFORMANCE

o Task C. Configure Options and Notifications

Questions

Questionnalre Surveys

Survey ID: Test Grov

Hama: Tost

wary B2002011

Edit the Survey Defaults

Required For Item Completion:| [&]

Include Comm

ments Fiald for sach Question:| ©

Anonymous Surveys:| & ves Mo

Days to Complete:| &

Summary
Item Uszage

T —
Options [

Questions

Edit Questionnaire Survey Notifications

Edit the Questionnaire Survey Notification

User: |[<iabel key="notification

jon O off>

Other: [isbel key="nctfication

Body: |<iabe!

ion. Message Text1” argD="<COURSE_NAME>" ~

MessageText2" argl="<SURVEY_NAME="

=" arg2="<REQUIRED_DATE>"/>
n

MessaeTexd3

Attachment for Questionnaire Survey Notification

Current
Attachment:

New Attachment: |

|(Browse...

[osvrermres] eset [ “ciarthe Atachment |
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1. Select the Questions tab.
2. Click Preview and select Draft
from the drop-down menu.

3. Review the preview of the
survey.

4. Click Close to return to the
previous screen.

5. Click Publish. The survey is
now ready for use.
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Task D. Preview and Publish Survey

Summary
ltem Usage
Notifications

Options

Edit the Survey

* = Required Fislds

[ .

ions:

Published
Draft Imaquesmns

Expand Al | Colapse Al
]

a Title: Survey
[8)  mnstructions: Please crole your response.
1 Question(s)

Please complste the questions.

Title: Test Survey 5/20/2011

Offering:

Instructor:

Location:

Do not submit my name with this

survey.

Survey Page 10f 2

Please circle your response.

= - previous pace | (Tl

1. Sample question.

Does not apply

Novice Foundational

Intermediate Advanced Expert
o o o (9] O o
Edit the Survey
* = Required Fields
S
— (e[ s [ e | e
Item Usage

Notifications

Options

Questions >

Survey Instructions:
Please complete the questions.

Expand Al | Collapse A

&
S )

[+]

|g) Instructions:

Titie: Sunsey

Please circle your response.

1 Question(s)
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Select the Item Usage tab.
Click the add one or more
from list link to search for
and select one or more
items, or select the item
Type and enter the Item ID
exactly.

Click Add.

Review the list of added
items.

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

Navigate to Learning >
Items.

Search for an item.
Click the Edit icon to put
the item in edit mode.
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Task E. Associate Survey with Iltem

Summary

Edit Item for the Survey

Item Usage

| e

Add an Item to the Survey

Enter ltem |D of add one or more from fist]

Item 1D

Notificatiens
Options

Questions

| v |

Update the Item Usage for the Survey

Y~

[ [ e | o

Select 4l / Deselect Al

Task F. Associate Item with Survey

Item Assigned Completions Percentage Mean Score  Remove
DOD 1424312 (Rev 1 - 5/16/2011 09:33 AM America/New 0 0 0.00 N/A il
York)
Select All / Deselect
(VRN | ETGRcN | ek
Domains: Starts With v A 4

Items

Scheduled Offerings
Classes

Group Instances
Catalogs

Curricula
Requirements
Questionnaire Surveys
Accreditation
Instructors

Tasks

[# Tools

Add/Remove Criteria O

Field Chooser )

Mp«!.'.w ™ |Page: 12345 “Pre

Item o

DOD 1349048 (Rev 1 - 11/22/2010 (8:57 AM
America/New York)

DOD 1349049 (Rev 1 - 11/22/2010 09:06 AM
America/New York)

DOD 1367376 (Rev 1 - 1/21/2011 02:58 PM
America/New York)

DOD 1367377 (Rev 1 - 1/21/2011 0:59 PM
America/New York)

DOD 1413310 (Rev 12 - 5/16/2011 12:01 PM
America/New York)

DOD 1424312 (Rev 1 - 5/16/2011 09:33 AM
America/New York]

Title

o (31,924 total records)

sovn | sos | e

of 3,193,

Page |2

2[5 COR Mission Focus CLC106 Section 893 8CLP

I [

COR Overdew: HCAA CLCO1Z Section 888

CLCO30 Se
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<tion 838

v Acquisit

{Fair Opportunity

Mission Performance Assessment CON112 Section 303
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Select the Evaluations tab.

In the Item Evaluation: User
Satisfaction section, click
the Search icon to search for
and select a questionnaire
survey or enter the
guestionnaire title.

Click Apply Changes.

Note: Depending on how the
survey was configured, the
Days to Complete field and
the Required for Iltem
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.
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Cost Calculation
Curricula
Custom Fields
Delivery Data
Design Data

Documents

Evaluations

|

Grading Options
Instructors

Materials

Item Evaluation : User 5atistaction

Survey: Q 'm,—'

Days to Complete:

Learning Evaluation : Mastery of Content

Pre-Test:

Post-Test:

None

Mene

Follow-up Evaluation : Application of Learning

Survey: @,
Participants:

Configurations:

Supervisor

Assign

Allow

Employee Both

days from Item completion

days To complete

Required For Item Completion:
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