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Evaluation Management

Learn how to build, edit, and

manage evaluations Administrative Roles with Access:

Purpose:

. What is an Evaluation? . Evaluation Manager
A survey that | take aft
)_/ 5 earner§ axe atter . Course Provider
completing a course in TRAIN
- Evaluation Reporting

View our Evaluation Reporting user

guide for additional information
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Evaluation Management (continued)

Navigate to Evaluation Management

Go to the (a) Admin menu. Click the (b) Evaluation Management link under the Content tile.

o N
Admin

Content

Find & Edit existing content
Evaluation Management B

Create an Evaluation

On the Evaluation
Management page, click
the Add Evaluation
button. Then, fill in the

Admin - Content ~ Evaluation Management

{ Back

Evaluation Management

Q . .
required evaluation
12 record(s) found. Hide inactive Settl ngs .
4 N
e
E\.fa |l..la‘tlo n Settln gs (Fields marked below are required)
Name e I
Anonymous results a
Date range e from & to &
A M M M
08 : 00 AM 09 : 00 AM
v v v v
Availability [ Add |
Administrators from these groups will be able to edit this Evaluation and assign it to their courses
MNational x
. J

(a) Name: Type the title of your evaluation here. |

N\ 7/

(b) Anonymous results: Check this box if you do not want learner’'s names ’Q TIP: Required

attached to their responses in evaluation reports. fields are marked
with a red bar.
(c) Date range: Provide a start date/time and an end date/time if you want to

limit the time period learners can access the evaluation. If the evaluation
end date passes and the course is still active, learners can still complete
the course without taking the evaluation.
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Evaluation Management (continued)

Create an Evaluation (continued)

Add or remove groups. Administrators from each group can edit and assign the evaluation to
their courses.

s — o]
Availability Add

Administrators from these groups will be able to edit this Evaluation and assign it to their courses

National m)(

N\
4 N\

Select Group

linois e Q 1 | = . . .
(d) Click the blue Add button to view available groups for the

B vational/llinois evaluation.

. Mational/lllinois/Lee . .

—— (e) Type keywords into the search bar to find a group.

I Wetralmiole/cese (f) Click the green plus (+) button to select a group.

BB wational/lllinois/Clay

@ national/tinois/Cook (g) Click the green Apply button to ensure the selected group
B national/llinois/Ford has access to the evaluation.

BB national/lllinois/Kane .

T (h) Click the X button to remove a group’s access to the

evaluation.
! National/lllinois/Lake -

Cancel ﬂ
-
>> Once you have filled in the required information, remember to click the green Save
button in the upper right corner of the Evaluation Settings page.

Add Questions to an Evaluation

Questions (0) e [ Queston On the Evaluation details page,
scroll down to the Questions section
There are no questions defined for this evaluation and CIICk the Add QueStion bUtton
(Add question h
(Fields marked below are required)
Sample Evaluation (a) Select a question type for your evaluation.

® Choose a question Iypee

2 quest (b) To copy a question from an existing evaluation, click the Find
ple Shoree and Clone a question button.

Yes/No

@® Check All That Apply
Fill in the Blank
Rating (Likert scale)
Essay / Short Answer

Matching a
Find and clone a question a
Next
3\ J
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(c) Click the Next button.




Evaluation Management (continued)

Fill in the required
evaluation question
details.

(d) Enter your question text here.

(e) Click the Add an answer
button.

(f) Type your question answers
here.

(g) Select the green check
button to save your answer.

Add Questions to an Evaluation (continued)

L

4 )

Cancel Pre-f'lﬂ'.'F
Add Check All That Apply question (Fields marked below are required)
Suasiientmd B T H|= ||| & B

B Attach an image @
Learners can select up to
Answers |
N 7 )
Show answer options in a random order —/Q\_ TI P: QueStlon
+ Add an answer - Setup will dlffer

depending on the —

-
Answers
Show answer options in a random order
At work

At home

Edit question answer

ErHs;;zua:a

selected question —
type.

o’

Show answer options in a random order
i Atwork

# At home

#  During recreational activities

+ Add an answer

'ﬂ
H
H

& Attach an image o
Other
.
([T——— up B A (h) If you want to limit the number of answers
b learners can select, input the value here.
Answers

(i) Use the six-dot button to drag and reorder

the answers.

Ew (j) Click the three-dot menu to Edit or Delete

Delete

an answer.

(k) Click the Preview button to view how your

question will look to learners, then click the

green Save button.
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Evaluation Management (continued)

On the Evaluation review page, you can edit the order or conditions of questions.

s

Questions (3)

# Question

1 What did you think of the course?
Loved it
Hated it

Tolerated it

Additional Question Setting Options

(@) Move questions (@) Edit conditions || Add Question

Type

Check All That :
Apply

~ J
( ) \
Questions {3) @D Move questions (@) Edit conditions  Add Question
> Torearrange the
order of questions, e @ Desiis
click the Move i#f ~ w1 Whatdid you think of the course?
questions toggle. "
L t
Use the arrows to et
adjust the question Hulsal
sequence. Tolerated it
2 How are you?
[o Move questionsj
Great
Amazing
- J
)) To set conditions on certain answers, click the Edit conditions toggle. (o Edit conditionsj
4 ™
This feature allows you 3 Would you recommend this course to others? Multiple Choice :
to route learners to Vas Semcﬂdmma
specific questions based
. No Set Condition
on their answers. [
J
Click the (a) Set
N

Condition link.

Select the (b) question
to where the learner will
skip.

Then, click the blue (c)
Save Condition button.

Edit Condition

Question #3 Would you recommend this course to others?
If answer is Yes

Then skip to Mane a

VI

C
Cancel Save Condition
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Evaluation Management (continued)

Advanced Evaluation Settings

Evaluation review page.

>> To create a message learners will view at the start of an
evaluation, click the (a) Provide custom introductory text

button. \ J
((introd uctory Text )
)) To create a message learners will view at the end of an e
evaluation, click the (b) Provide custom final text button. == == 0

>> Type the message in the (c) text box and click the blue (d)

Apply button.

To create custom messages that will appear to 4 ]
learners at the beginning or end of an evaluation, Advanced options
scroll to the Advanced options section of the a

Provide custom introductory text

Provide custom final text

B Attach a file

Cancel Apply
S d

Activate the Evaluation

( Sample Evaluation

s | @ Inactivew
Anonymous Results o Active
= — Inactive
Availability
Date range from May 5, 2024 8:00 AM to May 31, 2024 9:00 AM
Groups
up National
Created by Jane Doe (May 5, 2024)
Updated by Jane Doe (May 5, 2024)

Click the Active option from the
dropdown menu at the top of the
Evaluation details page.

Learners cannot take an

evaluation until it is [. Active » j
activated.

Type keywords into the (a) search bar
on the Evaluation Management page.
Then, click the (b) magnifying glass

icon to view evaluation search results.

Edit
Freview guestions

Printable version
lone

Activate
Questions Colrses Availability Delste

10 1 Mational/Kentucky H
\ [ c 2

Find and Edit Existing Evaluations

/ : )
Evaluation Management Add Evaluation

& .
(b

6 record(s) found. Hide inactive

Name Questions Courses Availability

=23 Semple evaluation 10 1 Mational/Kentucky

b J

Click the (c) three-dot menu to view a dropdown list of
action items. From here, you can Edit the evaluation,
Preview evaluation questions, view a Printable
version of the evaluation, Clone the evaluation,
Deactivate or Activate the evaluation, or Delete the

TR/ IN
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Evaluation Management (continued)

Add an Evaluation to a Course

There are three avenues to add an evaluation to a course: (1) the Evaluation Details page, (2)
the Course Search page, and (3) the Course Edit page.

1. Adding an Evaluation to a Course through the Evaluation Details page

p
Courses (0) (a) Scroll down to the

Courses section and
click the Assign to
Course button.

Assign to Course

Not tied to any course

A J/

Cancel Save

(b) Click the Select Course button.

Assign to course

Sample Evaluation

|
Course Assigned to 0 courses Q Salect Caurse _\Q/_
&>TIP: This method

- — only works if the
P
(c) Type keywords into the search bar. Add Courses course has been
rural health message e approved- Q

(d) Select a course to attach the . -
eva | Uation . Q Title Organization

Preparing a Strong Rural Health Message Rural Health Rese...

(e) Click the green Add course button.

Cancel
\ e
4 I | N\
Sample Evaluation .
P (f) To delete a selected course, click the
Type Evaluation Change red X button.
Course Assigned to 0 courses., .
(g) Click the Next button.
Preparing a Strong Rural Health Message
G (h) Select whether the evaluation is a
Q pre-evaluation or post-evaluation.
Bach Mext . .
L =) Select the Mandatory option if you
—— e —— p— want to require all learners tg
complete the course evaluation.
Type G Pre-Evaluation
@& Evaluation N g
3 Clbsmson (i) Make any necessary additional
Note: Evaluation that have a limited Availability Windaw cannot be made Mandatory reqUirement and avallablllty
Follow Up Evaluation setting selections under the Type
Days to postpone: days to pestpone this Fellow Up Evaluation frem the day each leamer completes SeCtlon
i the course .
Avallailty window: il e ks aBle e e, (i) Click the Next button.
Back a Mext
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Evaluation Management (continued)

(k) Review the group
availability. To add another
group, click the Add
button.

() Verify the Course and Type selections
are correct.

(m) Click the green Save button.

Add an Evaluation to a Course (continued)

1 A

oo =

Assign to course

Sample Evaluation

Course n Preparing a Strong Rural Health Message Change

Type Evaluation Change

Availability Learners from these groups will be prompted to complete this Evaluation Add

MNational *

Back Next

2. Adding an Evaluation to a Course through the Course Search page

Evaluation

(" ADMIN  SEARCH  USERSITE  HELP N
R ' B 2 ] (a) Search for a course.
Object T - ydvocacy Q Sor by relevance - Show - .
e (b) Click the three-dot menu.

énl_r:%ufl\ 1 record(s) found. . ]
s (c) Select the Evaluation option

Fonm B Q i from the dropdown menu.
: Advocacy ‘Web-based Training - Self-study ha

p
¢ Back
Course Evaluation

(d) Click the Assign
Evaluation button.

Advocacy

Web-based Training - Self-study

Q Assign Evaluation

J

-

/-stign Evaluation N
Advocacy
Web-based Training - Self-study
Evshoation B a | (e) Type key words into the search bar.

3 record(s) found.

. (f) Select an evaluation to attach the course.

Sample Evaluation . .

Semple Evauation- Deoie Testing (g) To delete a selected evaluation, click the
- J

red X button.

4 N\
Advocacy
Web-based Training - Self-study (h) C||Ck the Next bUtton.
Evaluation aa Sample Evaluation
N ?
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Evaluation Management (continued)

Add an Evaluation to a Course

(e : . . .
Assign Evaluation (i) Select which credit
Advocacy type (if any)
Web-based Training - Self-study |earners can earn
Evaluation sample Evaluation Change from completing
Credits the course
a. Eomam Hours evaluatlon
ok . | () Click the Next button.
o
4 Assign Evaluation A
(k) Select whether the evaluation is a Advocacy
pre-evaluation, standard —
evaluation, or follow-up evaluation. cmmn
w i
(I) Make any necessary additional that have a limited Availability Window cannot be made Mandatory
requirement and availability setting
Se|eCt|0nS under the Type SeCtlon_ Days to postpona: days to pestpone this Follow Up Evaluation from the day ach learner completes the course
Availatity window: mes ol rvmcr;ﬂ:m: evaluation. Once this date period has passed, the evaluation will be
. J
q Cancel a-\
fssiEvakistion (m) Review the group avqllablllty. To
add another group, click the Add
Advocacy
Web-based Training Self study bUtton
Evaluation Sample Evaluation Chang . i .
. e | (M) Verify the Eyaluatlon, Credit, and
— i Type selections are correct.
svaluation wnange
Availability Learners from these groups will be prompted to complete this Evaluation m Add )
(o) Click the green Save button.
Mational x
o v
3. Adding an Evaluation to a Course through the Course Edit page
(... ) (a) Click the three-dot menu on the course search page.
Prpe—— (b) Select the Edit option from the ( Assessments & Evaluations )
Course dl’OdeWI’l menu. Single Assessment / Evaluation
a Only one Assessment and Evaluation of each t
! Crosgeiscior Collaboration: b (C) Se|eCt the Assessments & course. Learners are allowed to select multiple credit types
Edit b Leaming) Evaluations section from the ® Multiple Alsse_ssmenwEvaluation ;
. Al arale As ssments and CN Cre
Elare in Healh I dashboard on the Course Edit page. | sl
Assessment Collabaratil
Evaluation
Leraomay q Assessments & Evaluations ] PY—
\1 o ANgust ermancements Demg)
Evaluations a
J

(d) Select whether the evaluation is single or multiple.
. Single - one evaluation will be used for all credit
types and learners
« Multiple - different evaluations can be used for
varying credit types and learner groups

(e) Click the Evaluations button. Then, follow
steps d-n listed in the “Adding an Evaluation
to a Course through the Course Search page”

workflow above. TR/ IN
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