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Metrics that Matter for MCTs

What is Metrics that Matter?

KnowledgeAdvisors is a practical, scalable and repeatable way to quantify learning investments.
Our proprietary Metrics that Matter® technology helps organizations continuously measure the
satisfaction, effectiveness, impact, business results and ROI on learning investments. Through
customizable templates and creative technology, Metrics that Matter™ automates the
administrative aspects of measurement by collecting, storing, processing and reporting results—
leaving time for analysis, training improvements and showcasing value to stakeholders.

Metrics that Matter™ (MTM) is KnowledgeAdvisors’ market leading learning analytics and
measurement tool — an online system that automates the process of collecting and analyzing
feedback from learners. MTM wraps technology around timeless and industry proven
methodologies by Dr. Donald Kirkpatrick and Dr. Jack Phillips. The result is a powerful way of
measuring the impact of training at the point of delivery and back on the job. Leveraging
standard data collection instruments that can be customized to gather data from various
respondents (learners, managers) at various points in time (at time of training, back on the job),
users of MTM can easily view over 100 web-based reports. Data from LMS, ERP, CRM, MRP,
and other systems can be integrated into MTM for more comprehensive analysis. Linking
measurements back to the Learning Levels gives the manager of a learning organization the
power to continuously improve training and proactively showcase value to the stakeholders
outside the learning organization.

MTM utilizes standard measurement tools to collect feedback from learners in general at two
points in time:
Post Event Survey: collect feedback from learners immediately after class to understand
if the elements of the training experience were conducive to learning, did they actually
learn anything, and do they plan to use that information.
Follow Up Survey: 60 days after training has completed, we then follow up to ask
additional questions to understand if the learners were actually able to use what they
learned, and how it impacted their job performance.

Working with premier thought leaders like Kirkpatrick and Phillips, these measurement tools
combined provide insight into each of the levels of learning, as illustrated below.

Ry 1 Did they like it?
2 Did they learn?

aef 3 Do they use it? *J
;‘u

p 5 What's the ROI?

Benefits of Using Metrics that Matter

e Streamlined evaluation process, quick and easy to implement.
Drive superior business results by making decisions based on quantifiable metrics.
Improve client relationships by demonstrating value and sharing key feedback.
Engage clients more proactively based on access to real-time feedback.
Access critical marketing information to drive additional business.
Access to industry benchmarks that enable you to compare performance to the rest of
the industry.
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Metrics that Matter for MCTs
MCT Requirements - Overview

What is required of each MCT in using Metrics that Matter™?

Following is an overview of the MCT requirements regarding MTM. Each of these steps is
explained in detail in the following pages of this guide.

1. Registration: You must receive a login ID and password from KnowledgeAdvisors to
access the MTM system.
a. Existing Instructors: Existing Instructors should use the information that you
already have received to update and manage your profile.
b. New Instructors: If you do not have login information to access MTM then you
must register to use the tool and receive login information. To register, access
your Microsoft portal page.

2. Manage MCT Profile: (2 minutes) Log in and modify your profile. This must be done for
your information to be included in MCT reporting, and also so that clients can schedule
you for training. This includes updating your MCP ID, and your home region.

3. Manage Classes: (1 minute per class) Each class will need to be scheduled in the MTM
system prior to collecting evaluations. Classes will be scheduled by either by the CPLS,
or by you, the Instructor.

4. Provide students with the URL to submit evaluations: (2 minutes per class) For each
class the instructor will be responsible for communicating the appropriate URL to the
students to collect their feedback. The CPLS scheduling the class might communicate
the URL to you, or you can find the URL by logging in to your own account.

5. Monitor results: As an MCT you will also have the ability to monitor all of the feedback
entered by students in any class that you teach.
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How to get started: Registering for MTM

You must have a login ID and password to access the MTM system. One may have already been
provided to you through a CPLS if you have already used the system to collect feedback in the
past. If you do have login information already, please use this login id and password to access
MTM.

If you have multiple accounts currently please update your profile in each account. The accounts
will be merged over time to give you only one login ID to access all of your information. This
process may take a few weeks from the time that you update your profiles.

If you do NOT have or do not remember your login information you must register with MTM to
receive this information.

To Register:

Step 1: Go to the following URL:
http://www.knowledgeadvisors.com/newmctinmtm

Step 2: Fill in all requested fields.
You will be asked to provide:
e Full name
MCP ID
Contact information — Email address*
Region
Date of first class **

* Email address: the login information to access the system will be sent via email to the
address provided here.

** Date of first class: this information will only be used to help prioritize requests.

Step 3: Receive login information.
Approximately one week from date of registration.

Step 4: Log in to Metrics that Matter and update your profile.
See instructions under “How to Manage Your Profile” on page 6 of this document.
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How to Manage Your Profile

The instructor profile in MTM includes all of the information that will be used to identify instructors
in the system, not only in online reporting features but also as part of the MCT program and for
scheduling purposes at a CPLS. It is critical that this information be updated as soon as login
information is received. When a CPLS schedules a class, they will search for an instructor by
name and MCP ID — this information is not in MTM until updated by the MCT. By providing
your name and MCP ID to a CPLS you are giving them permission to find your name and
schedule you for training.

To Manage Your Profile:

Step 1: Access your profile:
Login click on Manage Login/MCP ID and then click Search.

My MTM Class Reports Summary Reports Advanced Reports Manage Classes Manage Login/MCP 1D -

Step 2: View Instructor Information:
You will have access to the following Actions:
Edit: view information about your instructor profile in MTM, and change your email
address.
Certifications: view and modify certification information (MCP ID, etc.)
Activate/Deactivate: used to disable your MTM login ID
Change Password: modify the password associated to your MTM account

Last Name: (*) Begins With ) Containe

User Login: (%) Begins With ) Centains

User Type: All hd

[ Search l [ Reset ] ’ Dovwnload All ]

L e e =
Test, Instr test Instructar test@test.com

Step 3: Updating Certification Information in MTM:
To view and change information in your profile, select Certifications next to your name
and click go. Under the section for Certification Program please update all fields and
click Update.

Instructor Certifications for

Microsoft Certified Trainer

RCE D
MCT Region b
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How to Manage Classes at a CPLS

When leading classes at a CPLS, provide the MTM Administrator at the CPLS with your last
name and MCP ID, so that the class can be scheduled under your MTM account. CPLS will not
be able to schedule you for a class until you have entered your MCP ID into your MTM account
(see How to Manage Your Profile above).

Please note: If you are delivering training for a customer that does not utilize the Metrics that
Matter system, then you, the instructor, will be responsible for scheduling each delivery in MTM.
Instructions for scheduling classes are handled on page 8 of this guide under “How to Schedule
Classes at Non-CPLS Locations.”

An email will notify you that you have been scheduled for the class. If you are scheduled for a
class that you will not be teaching, follow the steps below to reject the class on the Acknowledge
Classes page.

Once a class is scheduled in MTM, it will automatically be available for evaluation to students.

To Manage Classes:

Step 1: Access a list of classes to view and verify acknowledgements.
Log in to MTM and go to Manage Classes

My MTM Class Reports Summary Reports Advanced Reports Manage Classes Manage LoginfMCP ID

Step 2: Access module to acknowledge classes..
Click the Acknowledge Classes tab to access the area of the Class Management
module that enables you to acknowledge classes that have already been scheduled.

Course Name:

@ Begins with O Contains

Channel: w
Start Date: Jan v|4 v 2009 ~ [
End Date: Feb v |4 v |2009 ~ |

1 Results shown out of 1 results total

[ Acknowledge Selected ]

M8424 Jsn 20,2009 | roct vendor Jsn 28,2008 |Jsn 20,2002 | TestLocation

Step 3: Remove acknowledgement for invalid classes
For each class that is not valid, click the button for ‘Remove’ next to the class.
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How to Schedule Classes at Non-CPLS Location

If an instructor is delivering training for a customer that does not utilize the Metrics that Matter
system, then you - the instructor - will be responsible for scheduling each delivery in MTM. This
describes the process that an independent instructor will follow to schedule classes when their
customer/learning provider is not using MTM. Note that by following this method only the

instructor will be able to collect data for this class — not the learning provider.
To Schedule Classes (Non-CPLS Location):

Step 1: Access Class Administration Module:
Log in to MTM using your MCT account and go to Manage Classes

Ny MTM Class Reports Summary Reports Advanced Reports lManage Classes Manage Login/MCP ID

Step 2: Review classes currently scheduled:

The Search tab allows you to view a list of classes already scheduled for you to end
within a specific date range. You can expand or limit your search by modifying the date

range or entering course information.

When the class list returns you may have the following options for each class:
e Edit: Instructors will be able to edit classes that they scheduled directly. This option

does not appear for classes that a CPLS scheduled for you.

¢ Audit: Provides historical information about when a class has been added or

modified.
e Summary: Provides the URL that students use to submit evaluations.

Course Name: () Begine With () Containz
Instructor Last Name: @ Begins With O Containz
Location: All [w

Content Provider: All |»

Start Date: Jan v |22 ~| 2009 v |

End Date: Feb |19 v |2009 + [FH

include Veb-Based/Self-Paced Classes

T ) e N T N

8416 Feb &, 2009 | Test Vendor eb 2, 2009 2009 | Test Location Instructor Led | Yes

Step 3: Adding a new Class:

Summary v

To add a new class, click on the ‘Add’ tab. The ‘Add a class’ page will display. Select the
appropriate options from each drop down box. If the Client/Customer where you are

providing training is not in the list, see Step 4 on the next page.

Add Claz= Links Acknowledge Classes - C j

Create
1: Choose a Client/Customer
2: Choose a Course ( WM1013 > >
3: Choose a Start Date Feb |5 »|2009 w» E
4: Choose an End Date Feb |5 »|2009 » E
5: Choose a Learning Methodology Ingtructor Led
Limit Evaluation Submissions to # Enrolled: ]
# Enrolled:

Return to Add

Add

ourse List: all certified
courses will be available in the
list; if you can not find a specific
course please contact
KnowledgeAdvisors at
info@knowledgeadvisors.com.
To schedule any custom
training, please select the
course titled:
‘Custom — Official Microsoft
Learning Product’
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Step 4: Adding a new Client/Customer:
To schedule a class for a client/customer not available in the Step 1 drop down list, click Create a
Client/Customer and key in the appropriate information. Since the Client/Customer Name must

be unique, you may enter your own name as part of the client (“Acme Corp. — John Smith”, for
example).

Add Client/Customer

Client/Customer Name*

WMy Customer
Site Name® Iy Site
City* Chicago, IL
Time Zone -6.0 hours GMT (Central) ~
Language Englizh v

* required field

Step 4: Reviewing Class Information:
After a class has been added, you will be able to view the evaluation link for that class.
This link should be given to students to collect their evaluations. To access the link, click
the Search tab select the Summary option from the drop down list of actions and click
Go to access the page below:

Class Summary Class Actions:| Summary ¥
Class Name M&416 Feb 6, 2008

External ID

Learning Provider MNew Herizens - New York, NY
Course ME418

Location MNew Horizons - New York Midtown
Client Name

Learning Methodology Instructer Led

Instructor Sullinz

Start Date Feb 2, 2009

End Date Feb 6, 2009

TR ID

Active Survey

Post Event

Micresoft PES 2008 - Mew Horizons - Custom - Englizh

Jhereeed metricsthatmatter.comis.asp?e=2100422835=51 (open as .
r = Preview

httpiwrenw.metricsthatmatter.comis.asp?e=210042285=5105641 (epen as .
Preview
of &/7/2009)

Follow Up
Follow Up Survey (Final)

Instructor Survey

http:/fweewr.metricsthatmatter.com/s.asp?e=210042285=5105640 (cpen az

Micresoft Learning | of 262008} Preview

***URL that may be provided to students to collect their feedback.
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How to Use Metrics that Matter in the Classroom

To collect feedback from the students you will need to provide them with a URL to access the
evaluation form online.

Step 1: Generating the URL.
The URL that should be given to the students can be found in one of two ways:
1. If at a CPLS, the center will provide each instructor with the appropriate URL.
Or -
2. The instructor can click Manage Classes. Search for the class, then select the
Summary action and click Go. See page 9 of this guide which displays the exact
location of the URL.

Step 2: Providing the URL to the students.
This can be provided to the students a few ways:
e Simply share this information verbally in the classroom
e Write the information on the whiteboard or overhead, so they can type the page
into their browser
e Distribute via email to each student so they can click on the link and access the
webpage
e Save the URL as a favorite or the homepage on the machines in the classroom.
NOTE: This is the most preferable option as it eliminates the possibility of
errant typos by the student.

Step 4: Accessing the Student URL online.
When the students first access the site, they will see a screen that asks for their email
address. Please explain that this is only for the purpose of sending a follow up evaluation
that will be sent 60 days after training has completed.

Knoiedg eAdvisors

This survey is hosted by Knowledge Advisors on behalf of your training provider(s). Ta find out more about the sponsor of this survey fallow this link.
Your open and honest feedback is very valuable. It will help us improve the quality of the training experience. Before completing the survey please tell us about your communication preferences

I want to be contacted by my training provider regarding my training experience.

E-mail Address

Recommended Site Technology:
Microsoft internet Explorer 5.5 or greater
Netscape Havigator 6.x or greater

To review KnowledgeAdvisors' privacy policy please click on http:/iwww t com/Legal/pri licy htm
Knowledge Advisors is certified to the ‘Safe Harbor' framework for privacy protection as approved by the EU (http A

Step 5: Introducing the Evaluation to the students in the classroom.
The next page shows an Instructor Checklist that can be used to make sure that the main
talking points are covered with the students.

]edge © 2008. KnowledgeAdvisors. All Rights Reserved. www.Knowledge Advisors.com Page 10
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Metrics that Matter™ (MTM) Instructor Checklist:
Quick Reference Card How to Use MTM in the Classroom

How to Introduce Metrics that Matter™ (MTM) to Students

Metrics that Matter™ (MTM) is the online course evaluation tool we are using to collect all evaluations. ltis:
e Faster than completing a paper evaluation

e More confidential

e A more accurate way to collect data

Instructions to Students

Let’s review the steps to complete your evaluation.

1. Go to URL address
Reminder - ALL data is confidential.

2. Input your (student) Email address - used only for a follow-up evaluation:
INSTRUCTOR NOTE - Sixty days following a learning event, students will be sent a brief, follow-up evaluation and
again, responses will be kept confidential. Emails will not be used for marketing purposes. (If student does not have
email address, user may type in dummy address). It is very important to Microsoft that data be collected both on the
Post event and Follow Up evaluations therefore PLEASE ENCOURAGE STUDENTS TO ENTER THEIR EMAIL
ADDRESS.

3. Select the appropriate class from the drop-down list.

4. Please complete your evaluation.

5. Click Submit upon completion.

Do not click Submit multiple times, it may take a few seconds for the next screen to appear.
6. Wait for Thank You to appear on the screen notify the instructor to receive your certificate.

Thank You for attending the Class!

How an Instructor Views Class Evaluations
a. Go to www.metricsthatmatter.com/client
Reminder - ALL data is confidential. You will only see data for classes you have taught.
b. Login — use your for your id and password for your MCT account
INSTRUCTOR WARNING — To ensure confidentiality DO NOT share your user id or
password with others.
c. Select Menu Option — Tactical Tools:
e Evaluation Retrieval Tool
e Class Evaluation Summary Report
d. Search for and select the appropriate class.

1 Know|edge © 2008. KnowledgeAdvisors. All Rights Reserved. www.Knowledge Advisors.com
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How to Access Reports in MTM - FAQ

Metrics that Matter has made available many online reporting features that you can utilize to track
your performance, and use this information to improve future training programs and prove the
value that you provide as an instructor.

Q: How can I view the performance metrics that Microsoft uses to monitor my
performance?

Microsoft uses particular measurements in order to evaluate different elements of a class,
including Instructor performance. Following are the steps an MCT can follow in order to view the
Instructor Performance score most valuable to Microsoft.

Step 1: Click Summary Reports > Variance

My MTM | Class Reports | [ 4| | Advanced Reports | Manage Classes | Manage Login/MCP ID

Class Level Detail | Comparative Performance | Variance | ReportCard |

Step 2: Create a Filter for Microsoft Courses

Using the technology you can filter your data to show the same dataset that is reviewed by
Microsoft, and save this filter for easy use. Click the Create New Filter link. Name the filter
“Microsoft Courses”.

|m My Filters To build a filter that matches the criteria review by
Microsoft:

select A Filter: Microsoft Courses b 1. Click the Content Provider link, select Microsoft

Filter Hame: Microsoft Coursas and click Add to Filter.

Fitter Description: 2. Click Done. Then click the Custom Query tab.

[ Update ] [ Delete ]

Courses

Content Provider

Step 3: Enter query parameters

Microzott

| LT I oo Outout Graphical Display

A ol B L | Graphical Display > Report Type: select Instructor to get an

Hame This Report: |Variance overall average of your performance for
time period

Report Type: I j

Upper Bound: 8 **
Lower Bound: 4 **

Min number of evaluations: |1
Upper Bound: IE
Lower Bound: IA

Start/End Date: Microsoft views quarterly
My Filters: Select Microsoft Courses filter

Customize Benchmark r
Start Date: - - - | &
| Apr =l 11 =][2005 | & ** Upper/Lower Bound: these are values on
Endliate [Apr =||11 =]|2005 | & a 9-point scale that are considered by
N . Microsoft as the bounds of Very Satisfied
My Filters: ISa\red Filters j Edit Filter | Create New Filter anAd \/arv Niceatiefiad raciilte
|edge © 2008. KnowledgeAdvisors. All Rights Reserved. www.Knowledge Advisors.com
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Step 4: Drill down to Instructor overall question and view results

After the report generates, click the Instructor link at the bottom to filter the report to the
Instructor question category. Then click the Instructor overall link at the bottom of the new report
to filter the report to that question.

e Green represents ‘VSAT/Very

bdditional Buestions T~
Satisfied’ = percentage of

Buszinesz Results

qu#ew; ratings 8 and greater
C instructor * Yellow represents ‘Neutral’ =
=~ i i ec't;t.lenle_ii percentage of ratings between
Urn on inYestne
Job Impact 4and8

Ouerall Satisfaction
User Information

¢ Red represents ‘DSAT/Very
Dissatisfied’ = percentage of
ratings 4 and below

0% 10% 20% 30% 40% 0% B0% 0% G0% 0%
My Total
(n = 44G}) 23.78%
{a=870)
B 4 and below Between 4 and 5 B 5 and grester
Post Event

100%

Step 5: Save this Query to receive automatically via email

In the Actions menu at the top of the report, select ‘Schedule’. In the pop-up window that appears,
configure frequency the query should run. For example, to view the data quarterly, select
Dynamic Dates and choose Last Full Quarter, then choose Quarterly for the frequency. Select
Enabled for email delivery and complete the form.

Query Options
Configure Query Options
Choogze to =ave thiz query in your Saved Queriez page. No more navigation, you just have to click ene button to get the data yvou need.
Query Name: *

|Comparative Perfarmance [Learning Providers] |

Query Descn’ption:| |

Query Date Range: 5, Dynamic dates: |5l3|ECt a Date Range "|

(" Original dates {Jan 1. 2008 - Dec 31, 2008)

> Original dates ralling offset
Example:
Original Date of Report Run: Jan 1, 2008 - Dec 31, 2008
Ifthe report is scheduled daily it will run Day 2 as Jan 2, 2005 to
Jan 1, 2008, on Day 3 as Jan 3, 2005 to Jan 2, 2009, and so on.

Set Scheduling Options
‘Set scheduling optionz for your query. Uze "Schedule Frem' to generate hiztorical repertz (limited to 20 reportz). Scheduled reportz will be available ir
the Scheduled Reportz section of your MTMReperting Heme Page.

& Enabled O Disabled
ScheduIeFrom:||:Eh v|4 vlz[mg v|ﬁ

Frequency: * |Se|ect a Frequency b

* required field

Close

ledge
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Q: How can I review students’ feedback immediately after class and evals were
entered?

The last 5 classes that you've collected data for will be displayed on your home page under the
heading My Classes. Select any of the following reports to the right of a class:

Evaluation Retriever — Displays individual evaluations for each student

Class Summary — Combines all students’ responses for the class into one report

Learner Comments — Displays all comments from students regarding the class

Quick Question — Shows distribution on for the scale-based questions and class averages.
Performance to Goals — Compares class scores to user preset goals on the My MTM > Set
Goals tab.

. MTM Home | MTh Help | Queue Monitor | Log Ot
To view reports for other classes, follow these steps:

Tool Shorteuts| Jump to Tool. . v

Lurmp to To

Step 1: Select report.

Use the Tool Shortcuts box in the top-right corner of your screen to
select from the most common reports (see examples below).

Evaluation Retrieval
Class Summary

Step 2: Enter a date range. Comparative Performance
The date range that you enter will search for all classes ending Learner Comments
between those two dates. Class Level Detail
Cluick Cluestion
Step 3: Generqte the report . _ . . Report Card
For the E,valuatlo_n Retrieval report, click the View All link to view all Wariance Analysis
students’ evaluations.
Class (Add)
Class (Search)
Evaluati Retri | Llzers/Instructars (Add)
valuation retrieva Users/Instructars (Search)
Students Who Evaluated: View All
ANONYMOUSO3ITI578 .53
hicrosoft PES 2005 - English Class Summary
ANCONYMOUS03T31529 742
hcrozoft PES 2005 - English symm@ry |
"E"'NGNTIFIGUS‘} 3T3I 525 ?44 Instructor COUrsEY NS Business Results Learning Return on
hiicrosoft PES 2005 - English Student Effectivences  Investment
ANONYMOUS03724343 8.80 838 8.00 8.00 9.00
AHONYMOUS03731525 Q.00 F.00 5.00 5.00 5.00
ANONYMOUS02731529 8.00 750 8.00 .00 7.00
Ins’trllctor ANONYMOUS03731549 9.00 738 g.00 g.00 9.00
ANONYMOUS02731578 780 E.00 .00 .00 7.00
E) Instructor's knowrledge of the subject matter 3 f) {B g | snonmousosrsres 900 875 9.00 a.00 a.00
s " ANONYMOUS03731654 9.00 888 8.00 8.00 5.00
T Instructor's responze to gquestions a f) {I; (= Average .66 7.71 757 743 771
By nstructor's ity o provis reslworl experiences S N iostructor ]
LJ o o
9] Instructor's presentation skills 9 g 7 H _ N )
. 0 O Student The instructor w... Participarits wer... Instructor overa...  The instructorp... Average
107 Instructor's overall performance q a 7 d | AMONTMOUS0ET 24343 .00 9.00 a.00 9.00 8.80
L o o
1 Know|edge © 2008. KnowledgeAdvisors. All Rights Reserved. www.Knowledge Advisors.com Page 14
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How to Get Help on Metrics that Matter

MTM HotQe | MTM Help | Ggue Menitor | Log Out: [ ==aren |

{ TquShurtcuts| Jump to Tool v
Metrics that Matter®

The following support tools are provided and available to you:
Welcome Kit: Introduction to Metrics that Matter for Microsoft Certified Trainers

User Guides: Available online using your login ID and Password by clicking on:
» MTM Help from the top blue selection bar
» The Help tab available from within every tool, for help and information on that specific
tool.
> Using the Search feature available from the top blue selection bar on each page of the
system.

Support:
e C(Click the Contact Us from the bottom of any page on the website to access the

Knowledge Base and contact Customer Service representatives directly.
¢ KnowledgeAdvisors Customer Service: info@knowledgeadvisors.com

You will receive a response within 24 hours of your query.

Additional Services Available

Through Metrics that Matter you have online access to a variety of reports to help you measure
and manage your performance. KnowledgeAdvisors provides many additional services that you
may find useful:

e Marketing information: How to use the information available in Metrics that Matter to
generate additional business and prove the value in your training;

e Professional Development: Attend training on analyzing return on investment;

e Enhanced Client Reporting: Generating custom reports for clients, possibly to be used as
an additional fee-based service that you provide;

e Analyzing Metrics: Gain a better understanding of learning analytics, or utilize
KnowledgeAdvisors’ team of experts to provide deeper analysis on your results to help
improve your performance;

Referrals: If you have a client that would also be interested in using Metrics that Matter.

Please contact KnowledgeAdvisors at info@knowledgeadvisors.com or access our website at
www.knowledgeadvisors.com if you are interested in learning more about any of the services

listed above.
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