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Summary information

Summary information for the training session and scripts

Learning how to use KeenQA
Creatio Product Keen Survey Tool
m Questionnaires and Interviews

Comments Objective of this guide is for users to become familiar and comfortable with
creating Questionnaires (which serve as a template) as the basis for
Interviews (which are the answers or responses actually collected from a
user)

Pre-requisites For setting up questionnaires, users should be at the level of skill for a
certified Creatio Analyst. For using questionnaires, users should be
comfortable with standard Creatio functionality.

Script 1: Create a questionnaire

Step Guidance

1. Createa Navigate to the Questionnaire section and click the New button to create a

questionnaire questionnaire. The questionnaire functions as the template for the answers
or responses that you will collect from system users. You’ll define questions
and answers as to what the assessment, interview, survey, etc, should look
like.

2. View the Open the record and view the different tabs and details below. This will be
Questionnaire your first questionnaire.
Sl 2022 Certification Assessmient nat con 1 o for you? > Cregﬁq ..'
. E o € - g

06’0@00’

Keen360 Business Confidential



Creatio

formerly bpm'online

3. Add a question

4. Define the
correct answers

G Keen360

Click the plus button and add a question to the questionnaire. If the desired
question is not listed, click the new button at the top of the window.

After you have chosen which question to add, a new page will open showing
your chosen question and allowing you to select its type and correct
answer(s).
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Chose which type of question you would like this question to be. As you

change the type, the fields below will change prompting the corresponding
types of correct answers.

Once you have selected the type of question, be sure to fill it what is
considered the correct answer or answers. Each type of question can have a
correct answer for scoring once the interview is completed.

Employee training assessment / Question in Questionnaire What can | do for you? >
Question*® True or false, time must be submitted at the end of every work day.
Question points  10.00 Questionnaire* Employee training assessment
< SETTINGS

Answer Type* Boolean

B Correct answer
Boolean correct Decimal correct  0.00
Integer correct 0 Date correct
Date/time correct Time correct

Text correct
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5. Add scoring if Once you have chosen the correct answer for your question, fill in the

necessary Scoring field if scoring is needed for this questionnaire. You can add a total
of available points to the question that will total up to a sum on the
questionnaire for total possible points.

When you are done you can close the question. Add additional questions as
needed.

6. View scoring Once all questions are added, you can view a summary of the connected
summary questions, their point values and types on the scoring tab.

Close the record. You’'ve created a questionnaire!

Script 2: Create an interview (by using and completing a questionnaire template)

Step Guidance

1. Create an Navigate to the Interview section and click the New button to create a new

interview interview record. Where the Questionnaire section provides the template,
the Interview section creates an instance of the questionnaire being used
and completed by a system user.

2. View the Open the interview and view the fields

Interview Lynn Collins employee training assessment What can | do for you? >

ACTIONS = L

Name* Lynn Collins employee training assessment Number  INV-D00007
Questionnaire* Employee training assessment Questionnaire Type* Assessment
Perfect score  30.00 Lesson  Submitting time

Learning content Status  Active

v v
Actual score Percentage

< PROFILE SCORING COMNNECTIONS FEED

u Interview <

3. Complete the Click the Start Interview button to begin the interview. Fill out all questions,
interview then click Complete Interview button to submit answers so that they can be

scored (if relevant) and saved in the Creatio database.
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4. Review scoring Once completed, the page should refresh as Creatio scores your answers.
You can then navigate to the scoring tab to view which questions were
answered correctly and incorrectly.
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Close the record. You have completed an interview!

Script 3: View dashboards

Step Guidance

1. View Questionnaires ) > Credtio -
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Interviews d
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