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Purpose

The purpose of this job aid is to guide you through the step-by-step process of adding
each question type to a survey. This job aid will also cover how to launch a preview of
your survey.

In this job aid, you will learn how to:

e Task A. Access Learning Administration

e Task B. Access and Setup a Survey Page
e Task C. Add a Rating Scale Question

e Task D. Add a Multiple Choice Question

e Task E. Add a One Choice Question

e Task F. Add an Open Ended Question

e Task G. Preview the Survey
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7 Task A. Access Learning Administration
1.

Click on the Learning Administration link.
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Q Task B. Access and Setup a Survey Page

Select the Content to expand the menu of options.

Select Surveys.

Use the search filters to find your survey.

Once you've entered the desired search information, select Search.

ok~ 0o b=

In the search results, select the Edit icon next to the desired survey.

Talent
Admin Center v Management
System

Learning Administration

Menu Recents SUWE_VS

Search » Search Results

> Learning Activities

Survey Name: Starts With L
Security Domains: Starts With v

[T =
Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a
list of values. You can also add or remove search criteria to further refine your search.
My Leaming A
> Manage User Learning Case sensitive search: ) Yes ® No e
Survey ID: Starts With (v fra

Search | AddNew | g

Saved Searches ©

ASSESSIMEnts
Question Library e

T
Import Content Status: @ Active O Not Active O Both
Content Packages Hems: Exact  |w| Type: [v]
ID: T
Content Objects
AddiRemove Criteria &
Search

Save As Reset

Question Import/Export Field Chooser &) Download Search Results i
Objectives Reecords per Page | 10 | | (8 total recards)
S Survey ID - - Survey Name Security Domains Description
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6. Once the survey profile displays, select the Questions tab.

7. Enter Survey Instructions.
8. Enter the page Title.

Note: Use different pages to change subjects for your questions (i.e. instructor

presentation, materials, objectives, etc.). If you would like to add a new page, select the

Add Page icon.

9. Enter page Instructions.

Surveys
* Search = Search Results > Edit Questions
Survey 1D: TRA-JMW-001

Name: Sample Surveygy

Summary Questions ltem Usage Options

Edit the Survey

* = Required Fields

Preview = Save Draft Cancel Draft Reset

Search | Add New

Email
Motifications

Publish

Survey Instructions:

Expand All | Collapse Al

a Resource Type: Hone [v] e

0 Quessian(s)

Preview « Save Draft Cancel Draft Reset

Publish
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Q Task C. Add a Rating Scale Question
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From the Questions tab, select the Add Question icon within the page area.

Enter your question.

Select Rating Scale from the Question Type drop-down menu.

Select a Rating Scale from the Rating Scale drop-down menu.

Select Save Draft.

Email

S i £ sage i
Summary ‘Guestions Item Usage Options Notifications

Edit the Survey

* = Required Fields

Preview « Save Draft Cancel Draft Reset

Survey Instructions:

Expand All| Collapse Al

Resource Type: None [v]
Title:
Instructions:

Question Type: |Rating Scale

* Rating Scale:

1 Questions) 5

Preview « Cancel Draft Reset

Publish

Publish
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Q Task D. Add a Multiple Choice Question

From the Questions tab, select the Add Question icon within the page area.

Enter your question.
Select Multiple-Choice from the Question Type drop-down menu.

Select Add Answer icon (green plus sign) to add as many answer choices as you
need.

> w b~

Enter Answer Choice(s).

6. Select Save Draft.

Summary-ll'.err Usage Opdions NaﬁEﬁ'::liiluns
Edit the Survey

* = Required Fields
Preview « Save Draft Cancel Draft Reset Publish
Survey Instructions:
.
Expand All | Collapse Al =
3
= G
Resource Type: None v
Tithe: B

Instructions:

1 Quessian(s) e
Preview - Save Draft @)raﬂ Reset Publish
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Task E. Add a One Choice Question
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From the Questions tab, select the Add Question icon within the page area.

Enter your question.

Select One-Choice from the Question Type drop-down menu.
Select Add Answer icon (green plus sign) to add as many answer choices as you

need.
Enter Answer Choice(s).

6. Select Save Draft.

" " e : Email
Summary Questions ltem Usage Options Motfications

Edit the Survey

* = Required Fields

Preview « Save Draft Cancel Draft Reset

Survey Instructions:

Expand All| Collapse Al

Resource Type: None [v]
Tithe:
Instructions:

Luestion Type: | [fey e e
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Publish

Publish
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Q Task F. Add an Open Ended Question

Enter your question.
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Select Save Draft.

From the Questions tab, select the Add Question icon within the page area.

Select Open Ended from the Question Type drop-down menu.

f " | : Email
Summ tem Usage
Summary Questions ltem Usage Options Motfications

Edit the Survey

* = Required Fields

Preview « Save Draft Cancel Draft Reset

Survey Instructions:

Expand Al | Collapse Al

Resource Typs: MNone (v
Tithe:
Instructions:

Question Type: [Open Ended

Sans)
Preview « Save Draft K ’ Drraft Reset

Publish

Publish
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Q Task G. Preview the Survey

1. From the Questions tab, select the Preview drop-down menu.

2. Select the Draft option.

SHWE}'S Search | Add New

= Search > Edit Questions
Survey ID: TRA-JMW-001

Name: Sample Surveygy

q Email
Summ tem Usage =
Summary m ltem Usage Options Mot

Edit the Survey

* = Required Fields

Preview Save Draft Cancel Draft Reset Publish

Survey Instructions:

Expand Al | Collapse Al =
o ]
Resource Type: Mone v
Tithe:
Instructions:
Save Draft Cancel Draft Reset Publish
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3. Review the preview of the survey.
4. Select Next Page to review subsequent pages of the survey.
5. Select Close to return to the Survey profile.

Survey

Title: Msy 6th Survey
Class:
Primary Instructor:

Primary Location
This Survey is ancnymous e
Close Next Page

General Course Feedback

Fles: rave our quality. Your feedback is important fo us. Gemplete the survey to the best of your abilty

1. The training was relevant to my job.

Does Disagree
not  Strongly nor Strongly
apply Disagree Dissgree Agree  Agree  Agree

Add Comments.

Holtee
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