Metrics that Matter® Basic Report Training
Hands-On Exercises
Introduction
Log into MTM

1. Open your web browser
2. Go to www.metricsthatmatter.com/mtm
3. Bookmark this page
4. Login
Monitor Class Ratings
Run Single Class Report

1. Click Reporting

2. Click Quick Question
3. Search for class and click link

4. Check Include Comments box

5. Run report
Run Class Analysis Report

1. Click Reporting

2. Click Class Analysis
3. Select Date Range

4. Search for Class and click link

5. Click Next

6. Make any report selections, click Next

7. Click Generate Report
Enable Auto-Email Class Reports
1. Click Reporting

2. Click Schedule Class Reports under Manage Reports

3. Check report(s) to schedule in MTM
4. Enter date parameters and email address

5. Click Filter / Email Settings, if desired

6. When finished, click Update Reports
Improve Instructor Performance
Comparative Performance by Instructor
1. Click Reporting
2. Click Comparative Performance
3. Select Instructors as the Report Type
4. Set date parameters
5. Select Question Category: Instructor filter

6. Run report

7. Drill-down to individual instructor 

Instructor Performance Summary
1. Click Reporting  
2. Click Instructor Performance Summary
3. Select start and end month
4. Choose Selected Instructors
5. Select an instructor and click Add Instructor
6. Click Next and Generate Report
Improve Courseware Quality
Learner Comments for a Course
1. Click Reporting
2. Click Learner Comments
3. Select Custom Query
4. Set date parameters

5. Click edit by My Current Filter
6. Click Courses, add a course

7. Close Filter window, run report

Schedule Reports
Schedule Report
1. Click Schedule button on the Learner Comments report
2. Select Last Full Month from Dynamic Dates box
3. Select Monthly in Frequency Box
4. Select 5 in Date box and click Add link

5. Click Add button

6. Check Email this report to me

7. Click Save

Manage Scheduled Reports
1. Click Reporting
2. Click Manage Scheduled Reports under Manage Reports

3. If desired, select Delete and click Go
Subscribe to Reports

1. Click Dashboard

2. Click Update Subscriptions on Scheduled Reports widget

3. Check reports

MTM Basic Reporting – Quick Reference Card

	Evaluation Retrieval 

under Reporting > Show All Reports
Description: Displays the entire evaluation submitted by each student.

Roles: Instructors, Instructor Managers, Operations Managers
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Useful for: Reviewing responses from individual students, drilling-down into student feedback, transitioning from a culture of paper evaluations.
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Learner Comments
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Learner Comments

under Reporting > Show All Reports
Description: Displays qualitative comments.

Roles: Analysts, Course Managers, Instructors, Instructor Managers, Marketing, Program Managers, Operations Managers

Useful for: Communicating the value of training, understanding the root causes behind quantitative metrics.
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Class Summary

under Reporting > Show All Reports
Description: Provides a concise summary of each student’s responses to all questions from a single class evaluation. 

Roles: Instructors, Instructor Managers, Operations Managers

Useful for: Monitoring delivery quality and effectiveness, managing instructor performance at a tactical level.
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Quick Question

under Reporting > Show All Reports
Description: Displays a breakdown of responses to scale-based and multiple choice questions for a single class or group of classes. 

Roles: Course Managers, Instructors, Instructor Managers, Marketing, Program Managers, Operations Managers 

Useful for: Viewing distribution across the scale, analyzing responses to multiple-choice questions
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Report Criteria

Reporting Date: Nov 21 2005 to Nov 28 2005



Class Level Detail

under Reporting > Show All Reports
Description: View the average score for each class. 

Roles: Instructors, Instructor Managers, Program Managers, Operations Managers

Useful for: Monitoring class ratings and instructor performance
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Comparative Performance

under Reporting > Show All Reports
Description: Compare ratings for elements of training. 

Roles: Course Managers, Instructors, Instructor Managers, Marketing, Program Managers, Operations Managers
Useful for: Comparing monthly, quarterly, and annual ratings for instructors, courses, locations, learning methodologies, and more.


Automating Reports:

Schedule Class Reports: To receive reports after each class, go to Reporting > Schedule Class Reports.
Custom Queries: After running report, select Schedule
Filters: Use filters to limit the data set. On any Custom Query, click Create New Filter or select one from the drop-down box.
