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Working with Wizard Questions and Pre-defined Comments

Wizard Questions

The basic premise of an assessment is a series of well thought out questions. Simple
questions can be created using basic “Yes/No” and ranking scores. Depending on how the
question is asked, either 0 or 5 corresponds to an answer of “No” or “Yes”. The reverse
can be true, depending how the question is worded.

Answering a ranking question simply provides a range selection, from0to 5. To
provide more detailed questions and a wider range of scoring capabilities, there are Multi
Select and Option Type questions.

Wizard questions can only be created/updated in a library. The assessment generation
process will make use of the wizard questions, if they exist.

Option type or multi select questions can be added to library issues in 2 ways;
1. Directly, as part of the issue question.
2. Indirectly, as a wizard question.

These question types can be created for each and every library issue, if all the questions
are very different from one another. If there are questions that will be used repeatedly,
then they can be created as a “wizard question” and applied to many library issues at one
time. One feature of using wizard questions is that any changes made to the questions
can be applied to the library issues that make use of the wizard question.

Multi Select questions can make use of up to 10 individual, logically grouped questions,
each with a score from 1 to 5. During the assessment process, users should select all
answers that are true. Option questions can make use of up to 5 individual questions.
These questions are mutually exclusive and so users can select only 1 answer for the
question.

Revalyst supports 2 library types. They are weighted and non-weighted (points based).
The non-weighted library simply makes use of questions with an assigned maximum
score. A non-weighted assessment is simply the sum of all assessment question scores.
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Working with Wizard Questions and Pre-defined Comments

The following images illustrate how a simple option question and multi select question
(respectively) would appear in a weighted assessment, where the scores range from 0 to

5, and the score is calculated based on the user’s selection or selections.

Assessment Infnlmatinné Supporting Information | Detailed Information |

Item : |Is backup log manitored with paper log accessible?

Short Name * [Backup Manitoring |

Last Revised By : j|
Group : |Disaster Recovery | Sub Group : |OfFice |
Include In Assessment : & yec { No Priority | jl
Rec. Evaluation Methad |C0mbinatiu:un | Actual Evaluation Methad | |
Rec. Person To Inkerview |It Manager | Primary Person Interviewed |

Guideling Requirements |N0t Available

Type of Measure : | j| Measured Result : |

-—-—

Scoring Details

€ Mo log or ambiguous recording. -
™ Basic log sheet with no sign off and incomplete records, Op“ on Type

™ Detailed mulki-calumn log sheet with management sign aff.,

Adequately Assessed : [T vy

Comments :

hll_l -

Guideline Requirements ¢ |N0t Available

Type of Measure : | j| Measured Result :

—ﬁ

Scoring Details

Has the restore capability been properly documented and available in hard copy? M |t
|

Hawe wou tested the restore process ko confirm that backups are working recenthy? u

Is there a paper log to log backups and restore efforts, kests and results? SeIeCt

Is this log checked by a senior kechnical resource ko ensure it is being done?

¥ ves
[T ves
¥ ves
[T ves

Adequately Assessed : [ ves

Comments :

Future Path Development Group — 2007




Working with Wizard Questions and Pre-defined Comments

The following image illustrates how a multi select question would appear in a non-
weighted assessment, where the scores can be any value, and the total score is calculated
by accumulating the individual scores associated with the user’s selection or selections.
The possible score is shown and the user can set the actual score using the “combo
boxes” in the “Actual” column, which provide a range of 0 to the possible score for each
individual question.

Please note that the option question works the same way, irrespective of library type.

Asseszment Infurmationél Supporting Information I Detailed Information I

Item : [4. Signed and dated by the responsible direckar, |

Short Name ¢ |

Last Revised By : jl
(FRTTE ghac"ccuvpational Health and Safety Sub Group |Kmf Element |
Include In Assessment : & yec  No Priority | jl
Rec, Evaluation Methad : |N'3t Assigned | Actual Evaluation Method | |
Rec. Person To Interview : |-°.nyone | Primary Person Interviewed : | ﬂlﬁ

Guideline Requirements |N0t Available |

Type of Measure : | ﬂl Measured Result : | |

—

Scoring Details

Possible  Actual
Is the policy so signed and dated? 1 1 ﬂ
are the prac_tical organisational implications of the policy apparently understood by the director and employves 3 3 ﬂ
representatives?
Does the responsible director appear to be intent ko implement: the policy? 3 3 ﬂ
Total 7

Adequately Assessed : [ vyes

Comments :
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Working with Wizard Questions and Pre-defined Comments

Adding Wizard Questions Directly Into An Issue

Select “Issues” on the navigator and open any library issue that
has been created. From the issue’s main menu select
“Questions”. The drop down menu contains 4 options. Select
either “Create Options Type” or “Create Multi Select Type”.

Create Optionz Tope

Create Multi Select Type

Note : To remove these types questions from a library issue, Femove Questions
you must open the issue and use “Remove Questions”. Add Wizard Question

If “Create Multi-Select Type” was selected in a weighted library, a “Questions” tab will
appear in the issue. Select the “Questions” tab and the following screen will appear.
Simply provide question details and associated scoring.

Key Information | Current lssues I Questions I

Wizard Type : © Single Selection & Multiple Selection

|Questi0n 1 | Select value : m
|Question 2 | Select Value : m
|Questi0n 3 | Select Yalus m
|Questi0n 4 | Select VYalue : m

——

uestion S - _
Key Information | Current lssues | Questions I

uestion &

ueskion 7 wizard Type : " Single Selection % Mulkiple Selection

uestion &

uestion 9 This question was originally created via the "Insert Wizard Question” process, Would vou like to prevent Future wizard T ves
updates to this question?

R

CQuestion 10

|Has TCRJIP been disabled faor file and print sharing? Select Value :

|Has WEP encryption been enabled with a non obvious encryption key? Select Yalue

|Has WEP been implemented For data and authentication? Select Value

|.°.re WEP encryption keys changed on a regular basis? Select Valus

Select Value

|Is all shared daka protected with a strong password?

1= a strong password required to access vour administration console on your

Select Value
wireless access poink | router?

Juludd

|Is MAC address based access and association control used? | Select Value
|Is a WPM tunnel used ko access data? | Select Value
|Questi0n 9 | Select Value
|Questi0n 10 | Select Value
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If “Create Multi-Select Type” was selected for a non weighted library, a “Questions” tab
will appear in the issue. Select the “Questions” tab and the following screen will appear
for a weighted library. Simply provide question details and associated scoring. The
difference between using a weighted library and a non-weighted library is that the
questions for a non-weighted library can be assigned any value, whereas the weighted
library uses a value between 0 and 5.

Key Information | Current lzzues | Questions I
|Is the policy available in appropriate languages? | Enter Yalue :
|Is the policy given and explained to new employees? | Enter Yalue : |:|
|Is the policy displayed on notice boards or publicised in some similar way? | Enter Walue : |:|
Ecoce;pttl;il pbiligﬁe?fear to be known and understood by emplovees and | Enter Yalue :
|Questi0n 5 | Enter Walue : |:|
|Questi0n & | Enter Walue : |:|
|Questi0n 7 | Enter Walue : l:l
|Question g | Enter Walue : l:l
|Question El | Enter Walue : l:l
|Question 10 | Enter Walue : l:l
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Working with Wizard Questions and Pre-defined Comments

If “Create Options Type” was selected, a “Questions” tab will appear in the issue. Select
the “Questions” tab and the following screen will appear. Simply provide question details
and associated scoring, remembering that only a single selection can be made by the user.

Key Information I Cumrent lzgues | Questions I

*(all questions can be no longer than &0 characters )
[question 1] | Select Walue ; |1 -
[question 2 | Select Yalue : |2 -
|Question 3 | Select Yalue |3 'I
|9 ki 1 Selert Yalie : 12 |
Key Information | Current Iszues | Questions I
[
B
* Al questions can be no langer than 60 characters )
| Select value |1 'I
Major Concerns B <
Sample Qut | ] | Select value |2 I
Qu |SigniFicant Concerns | Select Walue |3 'I
[ |Moderate Concerns | Select Value |4 ,I
|'v'ery Gaond | Select Yalue : |5 'I
|Questi0n 3 | Select value ID 'I

Sample Question Set

Questions

' Major Risk 1

€ Major Concerns 2

€ Significant Concerns 3
" Moderate Concerns 4
€ Very Good 5
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Creating Wizard Questions

Select “Wizard Questions” the main menu or the navigator. From either location you can
create an Option or Multi Select question.

If you create the option question the following screen will appear. You can add up to 6
questions, equating to values of 0 to 5. The example below uses only 5 questions, with
scoring from 1 to 5.

In fact this example is really using 5 statements, instead of 5 questions. How the content
is used is totally up to the author of the library.

Wizard Quesztions - Ranking - Risk | x|

Wizard Title : [Ranking - Risk

*all questions can be no longer than 60 charackers )

Major Rizk |1 ,I

Select Value
Major Concerns 7 -

Select Yalue I j
Sigmificant Concerns

Select Yalue |3 *l
Moderate Concerns

Select Value |4 *l
Wery Good

Select Yalue |5 "l
Question &

Select Walue : IEI *l
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If you create a multi select question for a weighted library, the following screen will
appear. You can add up to 10 questions, equating to values from 1 to 5 for each and every
question. Regardless of the number of questions and point allocation, the overall score is
calculated out of 5. The multi select questions can operate in 2 modes. They are Single
Selection and Multiple Selection (explained on page 7)

Wizard Questions - Securing your wirelesz networks data

wizard Title : [Securing your wireless networks data |

Wizard Type : " Single Selection % Multiple Selection

15| 610

Has TCP/IP been disabled for file and print sharing?

Select Yalue : |5 vI
Wizard Quesztions - Secuning your wireless networks data x|

Wizard Title |SE|:uring your wireless networks data

Has WEP encryptiol

Wizard Type ' single Selection % Multiple Selection

Has WEP been impli

Are WEP encryphion 15 I 6-10 I

Is a strong password required ko access your administration console on
. . =
s all shared data p vour wireless access paint [ rouker? Selact Value |5 _I

Is MaZ address based access and association control used?

Select Value |3 -I
Is & YPM tunnel used ko access data?

Select Value |5 -I
(CQuestion 9

Select Value |1 -I
(Question 10

Select Value |1 -I

Note : When using a non-weighted library, the scores are entered as numeric values and
not selected from a “combo box”.
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The Single Selection option, when selected implies that, even though there may be 10
related questions, users can only make a single selection.

Note : The Single Selection works exactly like the option type question, except that
the option type question is limited to 60 characters per question. The multi select
guestions support large quantities of text (if required).

Questions can be spell checked at anytime. " SpellCheck™ |
Spell Check [ x]
Notin dictionary  [TTIEE wskip | Skipan |
Suggest WEEP rs Replace |
WEPT
WE | Replace 4l |
WEB
WED | Add to dictionary |
WEE
| E dit dictionan,... |
Dictionary Default - English [United State =
¢ Speling Options... b P
kaly
E| Checking entire document | Cloze

Note : If there are library issues, that use the wizard question that you have modified, you
can use the “Update Issues” button so that the issues reflect the

Changes_ —-———d
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Adding Wizard Questions to Library Issues

From the Issues view, simply select one or more issues that you would like a wizard
question associated with. Select the “Add/Wizard Question” option.

Global Attachment

The following form will appear. Make a selection and the question will be included as
part of the issue for use in an assessment.

Available Wizard Questions [ x|

Pleaze zelect one wizard question.
Type Title | ok |

¥ Multj Select
Securing wireless networks data.

Securing your wireless networks data
¥ Option Type

Ranking - Risk

Yes Mo Wizard Question

Future Path Development Group — 2007
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Open the issue and the questions tab will appear, with the question details available for
viewing.

Option Type question tab.

Key Information I Current lssues | Questions I

*(all questions can be no longer than 60 characters )

| Select Value |1 'I
|Maj0r Concerns | Select Value |2 'I
|Significant Concerns | Select Value |3 'I
|M0derate Concerns | Select Yalue : |4 'I
|Very Good | Select Value IS 'I
|Questi0n 3] | Select Value ID 'I

Sample Question Set

Questions

" Maijor Risk 1
€ Major Concerns z
" Significant Concerns 3
= Moderate Concerns 4
" Wery Good 5

Multi-Select question tab.

Key Information | Current lssues I Questions I

Wizard Type ; O Single Selection & Multiple Selection

This question was originally created via the "Insert Wizard Question" process. Waould vou like to prevent Future wizard [ ves
updates to this question?

|Has TCR{IP been disabled For file and prink sharing? | Select Value : IS 'l
|Has WEP encryption been enabled with a non obvious encryption key? | Select Walue : |3 'l
|Has WEP been implemented for data and authentication? | Select Yalue ; |5 'l
|Are WEP encryption keys changed on a regular basis? | Select Yalue ¢ |5 'l
|Is all shared data protected with a skrong password? | Select Value |5 'l
Is & strong password required bo access your administration console on your Select Value m
wireless access poink [ router?

|Is MAC address based access and association control used? | Select Value : |3 'l
|Is a ¥PN tunnel used to access datar | Select Value IS 'l
|Questi0n 9 | Select Value |1 'l
|Questi0n 10 | Select Value |1 'l
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Working with Wizard Questions and Pre-defined Comments

To see which issues make use of wizard questions, use the “View By/Wizard Questions”
option (which is part of the “View Key Elements/Issues” option on the navigator).

Index Category G Category hort Mame lzzue Time [E=t]
Excluded From Aszesament
1 ¥ Comporate Perzon Ta Participate 264
1.1 *  Recommended Method b
1.1.1 Requires Attention 4
1111 Skill Fequired 5 Consistency Are all operating systems consistent throughaut
your arganization”?
111.2 3" 4 Status ardware |z the hardware consistent throughout
"wieb Huestions onsistency organization?
1.1.2 ] H 2
1.1.21 Attachments k ardware Upgrades  Are hardware upgrades applied to all machines
and documented?
* Conzistency lssues ]
¥ Documentation 2
1.211 E! Documented Iz there documentation for standard installs on all
Standard Installs equipment?
1.22 * Service Packs 2
1.221 E Service Packs Are zervice packs applied to all machines and
docurnented 7
1.23 ¥ Standards 2
1.231 Prnnter Consistency  Are printers throughout organization consistent?

The following view will appear, with issues categorized by the type of wizard question
they reference. Double click on an issue and you will see the question as part of the issue.

Question |For lzzue

* Multi Select
* Corporate>>Consistency Issues> Templates

I there a standard location for all repeatable conmespondence
farms/documents,/ spreadshests ¥

¥ Corporate?» > Custom Software> Developer

Has the strength of software firm been investigated to confirm probability of survival?
* Corporate»>Disaster Recovery> Office

I there a dizaster recovery plan in place and documented?

Iz there an alternate backup perzonls] for backup suppart?

Are periodic recavery kests being performed with paper log known and accessible?
¥ Comporater> 1T Asset Manaoement>S oftware Licensing

Iz there a clearly stated, publizhed and well diszeminated zero tolerance palicy against
zoftware piracy/infingement?

¥ Corporate>>Security & Accesz>Sensitive Information
b Corporate»>Security & Access>Work in Progress
F Corporater>web Site>Web Site Analysis
b Corporate>>web Site>Web Site Management
b Laptop>>Security & Access> Theft & Access
¥ Server>>Opportunity: Perfformance
k Workstation> >Employee [Survey]>Equipment
b Workstation> >Employee [Survey)> Productivity
¥ workstation> > Environmental> Power
b Workstation> > Ergonomics>Working Conditions
F Workstation> > Security & Access>Theft & Access
* Option Type
} Corporates>Compatibility>Standards
¥ Corporate>>Disaster Recovery: Dffice
b Corporate>>Email> Spam
F Corporate>>IT Management> Outsource and ¥endor Relationships
F Workstation> > Email> Etiquette
b wWorkstation>>Employee [Survey)> Productivity
F Workstation> > Employee [Survey]: Reliability

Future Path Development Group — 2007
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Usage In An Assessment

Multi-Select and Option questions as viewed in an assessment (partial screens)

Item : [Is there a disaster recovery plan in place and documented?

Short Mame © [Disaster Planning |

Last Revised By : j|
Group : [Disaster Recovery | Sub Group : [Office
Include In Assessment @ (& vz  [o Priarity |
Rec, Evaluation Method |I|'ltEWiEW | Actual Evaluation Method : |
Rec, Person Tao Interview @ |Owner | Primary Person Inkerviewed |

Guideling Requirernents |N0t Available

Type of Measure : | j| Measured Result : |

——

Scoring Details

Does your company backup all mission critical data at least daily? W tes
Are company backups sent within 24 hours to a safe, off-site archiver [ ves
Does your company have a comman policy For backup and recovery procedures that includes remaoke ¥ ves
company locations?
Have you used a business impact analysis (BIA) to quantify and rank the financial risk of outages to all vital [ ves
functions?
Does your company: hawve a writken disaster recovery plan that includes data backup and archive ¥ ves
procedures?
Has wour compary tested vour disaster recovery plan using a worsk-case scenario, such as loss of an [ ves
entire Facility?
Did tests of vour disaster recovery plan prove that you could recover critical business Functions within ¥ ves
recovery time objectives?
Is wour disaster recovery plan updated regularly to keep it current with business and staffing changes? [ ves
B B B T B B . B - | o I
&
H Item : |Is backup log monitored with paper log accessible? |
| Short Mame * [Backup Manitaring |
Last Revised By : j|
Group : [Disaster Recovery | Sub Group : [Office |
Include In Assessment @ (& vz  [o Priarity | j|
Rec, Evaluation Method |Combination | Actual Evaluation Methad | |
Rec, Person To Interview |It Manager | Primary Person Interviewed : | j| j

Guideline Requirements |NDt Avvailable

Type of Measure : | j| Measured Result : |

—ﬁ

Scoring Details

€ Mo log or ambiguaus recording.
& Basic log sheet with no sign off and incomplete records,
€ Detailed multi-column log sheet with management sign off.

Adequately Assessed : [ ygc

Comments :
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Report Sample

Multi-Select and Option questions as they appear in reports (excerpt only)

BBurge

are you distracted by noise, equipment, other warkers? Mat Scored [

Maoise level from my workstation and peripherals is acceptable.
Speaker noise frorm other workstations is acceptable.

Paper shredder noise from other workstations is acceptable,
Conversational noise from other workstations is acceptable,
Wwalle by traffic noise is acceptable,

Moise from commen areas is acceptable,

Total Points :

Productivity

Question Points for Meeting

Criteria

o/ 0

Could your input productivity(typing speed) be increased Mot Scored 3
through practice or alternative techniques or devices?

Question
My typing is above 100 words per minute, (5)
My typing is above 80 words per minute, {4)
My typing is above 60 words per minute, (3)
My typing is above 40 words per minute, {2}

Future Path Development Group — 2007
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Pre-defined Comments

Pre-defined comments are a means of ensuring that anyone conducting an assessment
uses a series of well thought out and applicable comments, based on the score of the
assessment issue. This ensures consistency between assessments, with no need to
analyze assessor comments, which can vary depending on one’s interpretation of the

assessment question.

We have created a “Travel Agents” library, with simple questions, as the basis of the pre-
defined comment examples. To quickly view any pre-defined comments, select
“Pre-defined Comments” from the navigator. If they exist, they will appear grouped by
the issue for which they were created and then by the individual scores they are
associated with (as shown below).

[@ Workspace ]:L:'_] tichael J. Diwyer - Inbox xl LIJ Travel Agents Library - [Pre-Defi... 3¢

Goko Wiew Create

Content Content Managernenk

Terminology — Wizard Questions  Reparts  Library Resolutions  Help

JAnalyst for

—d

Eil Create Pre-Defined Comments | = Collapze Al % Expand All

Travel Agents Library

This library contains 'Subject Matker Expertise’ that covers a wide variety of topics, 2

inchuding relaked resolution and consequence information,

If wou are the AUTHCR, of this library, vou will be providing this information, 2
n
[L]

J Location ¢ Local

Association Comments

= View Key Elements
... Categaries [& Custom Asset
i Groups
.. Sub Groups
e |zznes
= View lszues By
i Question Type
i.... Patential Consistency Problg
= WYiew Related
----- Dezcriptaors
----- Global Attachments
----- Percentage Scare Descripti
----- Pre-defined Comrments
----- Library Resalutions
----- wizard Questions
= Content Management
----- Contibutar
----- Approved By
----- Approval Date
----- Content Reviewer/Editor DS
----- Creation Date

[= Tiavel Aoent>> Communication Skills> Over the Phone

* For a score of 0
There were no skills to talk about.
There were some skillz, but required polizh.
* For a score of 1
Skills were akay, but talked too much.
Skills were okay, but came acrozs as shy.
* For a score of 2
Skillz were reazonable, but talked too much.
Skills were reazonable, but came across ag too shy,
* For a score of 3
Skills were acceptable, but could be mare helpful.
Skillz were acceptable, but waz too helpful.
* For a score of 4
Enjaved talking with thiz perzan.
Really enjoped talking with thiz person.
* For a score of
Had a blast dealing with thiz person.
FPhone call: were wery informative.
Phone callz left me feeling good about arangements.

Future Path Development Group — 2007
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Creating Pre-defined Comments

To add new pre-defined comments you must be in the “Issues” view. Select “Issues” on
the navigator. You must select an issue before creating the comments. If a categorized
entry is selected, an error message will appear. Use the “Create/Pre-defined Comments”
button.

Short Hame lssue Time (Est)
Group
1 1]
1.1 ¥ Communication Skills 0
1.1.1 ¥ One on One 0
1111 Yez/Mo Duestion Makes vou feel comfortable™
1.1.2 ¥ Over the Phone 0
11.21 Ranking Question Has good phone skills?
1.2 ¥ Destinations 0
1.21 * Knowledge 0
1.21.1 o Option Question Has a thorough knowledge of domestic
loc:ations?
1.21.2 Yes/No Question Has a tharough knowledge of foreign locations?
1.21.3 W Multi-Option Single  ‘+ould you recommend this agent to wour family
Select and friends?

1.3 ¥ Plan Execution 0
1.31 * At Foreign Location 1]
1.31.1 W Multi-5elect Question ‘Were all aspects of vour trip taken care of ?
1.3.2 ¥ Locally 0
1.3.21 Yesz/No Question Were all azpects of your brip taken care of ?

[1]

The following screen will appear, with the key fields already populated. They can be
changed if required.

Pre-Defined Comments | x|
Category ! g
Group ICommunication Skills j
Sub Group |Over the Phone j

ScoringValue: Cp 1 C 2 3 C 45

1t05|6to10]

*all comments can be no longer than 100 charactars )

Comrment 1 ¢ [oopment 1

Comment & ¢ o ppent 2

Comment 3 ¢ [oonpent =2

Comment 4 ¢ (o ppene 4

Comment 5 ¢ [oonment €

Future Path Development Group — 2007
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Select a “Scoring Value”. In this case we are using 0. Provide up to 10 pre-defined
comments for a single score. Use the Spell Check option if necessary. Press the Save &
Close button.

Pre-Defined Comments | %]

Category : |Travel Agent d
Group ICommunication Skills d
Sub Group |Over the Phone d

ScoringWalue : 0 1 £ 2 O30 405

1to5|6to10]
*(all comments can be no longer than 100 characters )
Comrment 1 There were no skills to talk about
Cornment 2 5 There were some skills, but regquire polish
Comment 3 ! [coument 3
Comment 4 ¢ [oopment 4
Comment S ¢ [copment &

Follow the same procedure for all scoring values that require pre-defined comments. The

entries are saved as individual documents as shown below.

E| Create Pre-Defined Comments [fl == Collapze All % Expand Al

Aszzociation Comments

* Travel Agent>>Communication 5kills>Over the Phone
* For a score of 0
There were no skills to tall about
There were some skillz, but required polish.
* For a score of 1
Skillz were okay, but talked too much.
Skillz were okay, but came acrozs as shy
* For a score of 2
Skillz were reazonable, but talked too much.
Skillz were reazonable, but came acrosz az too shy.
¥ For a score of 3
Skills were acceptable, but could be more helpful.
Skillz were acceptable, but wasz too helpful.
¥ For a score of 4
Enjoyed talking with thiz person.
Really enjoved talking with this person.
* For a score of B
Had a blazt dealing with this person.
Phone zalls were wery informative.
Phone zalls left me feeling good about arangements.
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Editing Pre-defined Comments

To edit a scoring description, simply select a document (from the view) and double click
your mouse. The following screen will appear.

Pre-defined Azzessment Comments | x|

Travel Agent

Cakteqgary

Communication Skills
Destinations
Plan Execution

Group

One on One
Sub Group

ScotingValue : o 1 & 2 3 4 5

* Comments can be no longer than 100 characters

Comment : There were no skills to talk about |

The following view comes from an assessment, generated, using the Travel Agents
library.

¥ Travel Agents Library [Profile : Travel Agent Profile]
* Azzessment # 6

F Travel Agent >> Communication Skillz > One on One
* Travel Agent >> Communication Skills > Over the Phone

¥ Jahnry W alker

[} Haz good phone skills? Actual ;0%

F Travel Agent >> Destinations > Knowledge
b Travel Agent >> Plan Execution > At Foreign Location

P Travel Agent >> Plan Execution > Locally
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Usage In An Assessment

Open the assessment issue by double-clicking your mouse. The following two screens are
excerpts from the issue form.

Setting the “Assessment Score” to 0 will present the two comments previously added in
the library. Select one of the two pre-defined comments.

0 = MofPoor)Disagres/MNegative
Assessment Score : {SIRIN{URINE RNl BN RSRT 105 5 = Yes/GoodfAgree/Positive

Zammenk

I There were no skills o talk about.
There were some skills, but required polish,

Comments :

Change the “Assessment Score” (in this case “1”) and a new set of pre-defined comments
will appear (if they exist).

0 = NoJjPoorDisagreefMegative
Assessment Score : (g (311 (12 (13 (004 (5 5=\’ei,|'Gunllld,fﬁg?ee,l'lé‘llnsiE:ve

Zammenk

Skills were okay, buk talked boo much,
Skills were okay, but came across as shy,

Comments :

There may or may not be pre-defined questions for each possible score and the number of
pre-defined comments for each score can vary from 2 to 10 questions.
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Report Sample

The results of scored issues, containing pre-defined comments and assessor comments,
can be viewed in any one of a number of available reports, as shown below.

Revelation For - Assessment Items (Full Detail)

Printed On : Thursday, July 8, 2004
Assessment Potential Actual

10:49:058M Score Score

Travel Agent
Communication Skills
One on One
Johnny Walker

Makes you feel comfortable? 5 i}

Comments : Mot very friendly.
Over the Phone
Johnny Walker

Has good phone skills? 5 1
Predefined Comments =kills were okay, but talked too much,
Destinations
Knowledge
Johnny Walker

Has a thorough knowledge of domestic locations? 5 4

Comments : Was honest about knowledge
Question

Has a thorough knowledge, (5)

Has a reasonable knowledae, {4)
Has wery little knowledge, (3)
Has no knowledge. {4)

Has a thorough knowledge of foreign locations? 5 i}

Comments : If he didn't, he would find out and call us back, Great Stuff

Would you recommend this agent to your family and friends? 5 1

Note : Pre-defined comments are used in the mobile version of Revalyst in exactly
the same fashion.
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