Business Services Performance Feedback Survey — Walkthrough — (Qualtrics)

1. Logon to the Qualtrics Survey tool using the following link and use your career account login and password to enter
the application. http://www.itap.purdue.edu/tlt/qualtrics

2. Asurvey has been copied to you, ‘Business Services: Performance Feedback Survey (template revised)...'. This will
be visible on the My Surveys tab which you will default to. You will need to copy this template for each Business

Manager you will be reviewing.

A. Click the Copy Button 0 L B XN R ©
Edit Resulls Send View Sharing Copy Delete
B. Inthe Survey name field
enter ‘Performance Feedback:” and the name of the business manager being reviewed
C. Select the drop down "My Account or Group Account” option
D. Click Copy
E. This survey will now appear in your ‘My Surveys’ tab
F

You will want to repeat this step for each of your business managers you are preparing the survey for

3. To facilitate the
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of the screen and then

click ‘Message Library’ then click the ‘Create a New Message’ button.

IF you established a message library last year, step 3 & 4 can be skipped.

4. A pop-up will appear, titled ‘Create New Message’

Create a New Message 4.4, Invite Emails |
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E. Update the signature/name block information at the end of the message to save doing this for each BM.
F. Click Save
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http://www.itap.purdue.edu/tlt/qualtrics

Now to begin to modify the survey — click the ‘My Surveys’ tab, select the ‘Performance Feedback: Business
Manager’ survey

You will go to the survey questions tab where you can edit the questions, layout, etc. | don’t recommend you do
this, but if you have a need, feel free to play around or contact me with questions about the process.

The first question is actually a ‘welcome’ paragraph to your respondent, within the text, the business manager
name, supervisor name and title need to be updated. You can modify this text to suit your needs, but as the
guestions are addressed briefly, you may want to ensure that text is kept intact.
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I o~ I feedback and evaluate our $1af1, processes and organization, | am requesting that yo

10.

11.

12.

You have been identified as an indmvdual who has worked closely with <Business Manager>. In an attempt 1o provide effective
mplede this survey regarding <Business

Manager> performance over the past year

The sunvey consists of six multiple-cholce questions with 3 free-response area for examp\es/comments, and four free-geSponse
questions. AS we only reques! this information from 3 small numbeér of staff who work with\cBusiness Manager we jope that you
will be able 10 provide examples of situations which suppon your answers

Your time is appreciated as we work 10 improve and maintain our business office operations

Thank you \
&—1 Supervisor Name ki
«Supervisor> e Manager
e |
Superviser Title
Select the ‘Launch Survey’ Button
Launch Survey

Click the button, ‘Activate your survey to

, Activate yvour survey to collect responses
collect responses

You will be provided a survey link — however, the survey is set up so that only those who are emailed an invitation
from Qualtrics can take the survey. To begin the setup for sending to respondents, click the ‘Panels’ tab.

.

In the ‘Panels’ tab, select the button ‘Create New Panel.’

H. O Create Hew Panel

You will see a pop-up — Name the panel, enter the name of the

business manager you are reviewing in the ‘Panel Name’ field and the Create New Panel

click the ‘Create’ button. (Ignore destination category). You may
already have a panel created from a previous year; you may instead
edit this panel vs. creating a new panel utilizing the edit/delete

Panel Name |J0hn Smith

Destination Category |Unassigned n

options on the right side of the screen after you select the panel you
wish to edit.

¥ cancel | « Create |




13. You will now be in the ‘Panel Members’ section of the ‘Panels’ tab. You can go
between these two sections by clicking on the relevant icon button.

14.

15.

16.

17.

|

Panels

i'i

Panel Members

Within the ‘Panel Members’ tab, you will see the name of the panel in the ‘Panel’ field and you need to click on the

‘Add New Panel Members’ button.

Add Panel Members

Instantly add panel members to
your panel with this easy to use

form

Click to Continue T

You will receive a pop-up asking for emails and names
of panel members... populate this with the relevant
respondents for the business manager who feedback
is being provided for. Then click the ‘Save’ button.
Feel free to set-up this table in Excel and copy and
paste into the blank request, allowing you to utilize it
in future years.

You have now created a panel. If you would like, you
can create all of your panels at once... effectively
skipping steps 10-15 for any other positions that you
have to complete performance reviews on. Simply
click on the ‘Panels’ button at the top and repeat
steps 11-15.

Once your panels are created, then you are ready
to begin the process of sending out the emails to
those panel members. To begin this process,

click on the ‘Distribute Survey’ tab and click the
‘Email Survey’ Button.

Add Panel Members

Panel:| John Smith ~

| Emarl | FistNeme | LestName  ER%)

tomjones@purdue.edu Tom

Jones
marysmith@purdue.edu Mary Smith

guysmiley@purdue.edu  Guy Smiley
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To the right of 'To:' click on the 'Please Select...' button. 18
. b - HI pr——— ~]
Next, select "My Library: your name'. Then, select the
panel by selecting then name of the business manager S 7 v o — |
you are reviewing. Finally, click 'Select Entire Panel'. Message:
From Mame: | John Globoker
Repiy-To Ema Adarsss: |joloboke@purove o l scoemorae |
To the right of 'When:' click on the drop down arrow.
Select when you want to send the survey. The Py Ly o= R L ——
Smiley. Guy - guysmiley@purduse ec
default is in 1 hour, | see no problem with "Send 19
n
NOW ’ When: Send in 1 hour 20
' | . L . Messag Send in 1 hour
Under the 'Message' heading, ensure that it is coming Serdinsnours Message:
from you and your email address, then change the mepiprg| | Sondin3dam ;
. . Sendin 7 days f From Name |J0hnG\0boker
subject line to ‘Performance Feedback Survey — Bus.Mgr. :
Send in 28 days Reply-To Email Address: ||g\0b0ke@numueedu
Name’ e.g. (Performance Feedback Survey — John Smith). TG @ | cuntom Suft [Pemanc etk Sney Lo S
H 1 1
Click on 'Load a Saved Message'. 21
A. Select 'My Library: your name' from the drop-down ( | :
- Global Library: Qualtrics Library > . —
B. Select the ‘Business Services Invitation’ message | gusiness senices mitaion |
‘ Business Senvices Invitation
Within the text of the message from your library,
make the fo”owing changes. | amwriting this message to request your participation in a performance satisfaction survey for =Business Managers.
H This web-based survey has 6 multiple-choice questions with a free-response area for examples/comments, and four f
A' Erase <BUS|ness Manager> and enter the requested for all responses. | am particularly interested in examples if your ratings are atinear the maximum ar minimt
name Of the bUSinESS ma nager being The survey will be available for 10 business days. Estimated completion time is 10 minutes. Your responses will be ke
reviewed The survey is easy to getto, just go to the website below and click ‘begin sunvey.”
Follow this link to the Survey: ${l./SurveyLink}
B Erase <SUperV|50r> and enter yOUr name Thank you for your time, it is greatly appreciated.
C. Erase <title> and enter your title Supemiser
=Phone=
D. Erase <phone> and enter your phone <Email-
E. Erase <email>and enter your email
Click Save save

24. Click the ‘Schedule Mailing’ button

w¥ Schedule Mailing




25. You have now successfully set-up and distributed your survey. You will be directed to the mail history section w/in
the Distribute Survey tab. Here you can view the status of those emails and send follow-up or thank you emails
should you choose under the ‘Actions’ drop down on the right.
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Survey Link Email Survey Email History In-Page Popup Embedded Survey \Website Feedback Survey Director Preview Survey

Need more respondents? Use the Qualtrics Panel. Click here to get a quote.

Get Help Current Survey: | Performance Feedback test |

Performance Feedback test
Email History

30 Mar 2011 11 ::3 *H

John Smith Performance Feedback Survey - John Smith
Showing 1 - 1 of 1 : Edit Distribution

Download Mailing History

The mailing is scheduled to be sent.

The emails are currently being sent. I . Send Reminder or Thank You

@00

The mailing was successfully completed °

There was an error and no emails were sent. Delete Distribution

26. It is now time to wait for
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tab, then the :e;unnse Set: Default Response Set
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|
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29. To print the survey, right click on the pop-up and select print.

30.

31.

32.

33.

***IMPORTANT NOTE: The name of the business manager being reviewed will not appear on this printout, make
a note ASAP once it is printed so you can easily identify each survey.***

To see a slightly more detailed analysis of the multiple choice results across all respondents, click
on the ‘View Reports’ button within the ‘View Results’ section you are already in.

—

View Reports

Select ‘Initial Report’ to see the counts, average, variance, etc. for each multiple choice question. On the left side of
the screen, | recommend you deselect those questions which are ‘free response.” You will end up with 6 questions

on the report.

To print to a PDF of these results, select the Adobe icon from the Export Export Report @ @] I_EJ “
Report section

Should you have questions, issues or concerns, please contact John Globoker 44616



