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The aim of this guide is to get you up and running with using TrainingCheck 
quickly. You can find more detailed information in our Tutorials and FAQs, which 
can be found in the online Help Centre. Just click the Help button at the top of 
any screen. 
 
 
4 Basic Steps 
 
There are 4 basic steps to using TrainingCheck:  
 
 
Step 1 - Create a project 

Step 2 - Create your evaluation (questionnaire) 

Step 3 - Collect responses to your evaluation 

Step 4 - Analyse the responses  
 

We will go through each of these steps in the following pages. 
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Step 1 - Create a Project 
 

 
 
 
You will find it useful to create a new project for each training programme or 
event you want to evaluate. The project is where all the evaluation data for that 
training programme/event will be collected and analysed.  

To create a new project: 

 Click the Create Project tab in the top menu or click the large button on 
Home page 

 Enter a name for the project, and choose the ‘Create a new project from 
scratch’ option. 

 Click Next. This will open the Project Details page. 
 Add details about the project (ie the type of training, location, trainer’s 

name etc).  
 Once you have finished adding details, click the Next button. 

Your project will be created and you will move to the Manage Evaluations page 
for that project.  

TIP: To return to the Manage Evaluations page for your project at any time, just 
go to the My Projects tab and then click on the name of the project which 
contains your evaluation. 
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Step 2 - Create Your Evaluation (Questionnaire) 
 

 
 
 
The next step is to create your evaluation – this is the questionnaire which 
contains your training evaluation questions.  
 
To create your evaluation: 

 
 On the Manage Evaluations page, click the Add Evaluation button at the 

top right of the page. 
 Enter a name for the evaluation, then choose from the options to:  

 create an evaluation from scratch;  
 copy an existing evaluation; OR  
 use a TrainingCheck example evaluation. 

 Click the Next button and this will take you to the Edit Evaluation page.  
 To add questions to your evaluation, click the Add Question button. You 

can choose to: 
 create your own question from scratch by choosing from the 

dropdown;  
 copy an existing question (eg from one of the example evaluations 

provided); OR 
 copy a question from the Question Library. 

 To edit any question, click the Edit button to the right of the question. 
 Once you have finished adding and editing your questions, click the  

Done button at the bottom of the page to save your changes and return to 
the Manage Evaluations page. 

 
TIP 1: You can preview your evaluation at any time by clicking the Preview 
button while on the Edit Evaluation page.  
 
TIP 2: As long as your evaluation does not have any responses, you can edit it at 
any time by clicking on the Edit icon on the Manage Evaluations page. 
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Step 3 – Collect Responses to Your Evaluation 
 

 

The next step is to begin collecting responses to your evaluation. 

To do this, on the Manage Evaluations page click on the Collect Responses 
icon located  to the right of the evaluation name, then choose from the response 
collection options listed. You can use as many response collection methods as 
many times and in as many combinations as you like. 

The response collection options are to: 

 Use Your Address Book: Send your evaluation to contacts in your 
TrainingCheck Address Book. If you use this method you will be able to 
track who has responded to your evaluation and send follow ups and 
reminders (to do this click on the Track + Remind icon next to the 
evaluation name on the Manage Evaluations page). 

 Send an Email Link: Place a link to your evaluation in an email using 
your usual email program, eg Outlook, Windows Live Mail. 

 Web Page Link: Place a link/popup to your evaluation on a web page. 
 Manual Data Entry: Launch the evaluation immediately so that you 

can add data directly into it (eg responses from printed evaluations). 
 

To use each of the above options just follow the on-screen instructions  
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Step 4 – View and Analyse the Responses  

 
 

Once you have some responses to your evaluation you can view and analyse 
them by clicking on the Analyse icon which is next to the evaluation name on the 
Manage Evaluations page. This will take you to the main Analyse Responses 
page where you will be able to see an overview of responses.  

Using the buttons on this page, you can choose to apply filters, view and delete 
individual responses, download response data and create custom reports (please 
note some analysis features are available to PRO subscribers only). 

 

___________________________________ 

 

That’s it! We’ve now completed the 4 Basic Steps but if you need more 
information on these or on TrainingCheck’s more advanced features, you will find 
it in the online Help Centre. Just click the Help button at the top of any screen. 
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Additional Information: 

Pop up blockers 

A pop up blocker prevents new windows from automatically opening when you 
visit a website. It is normally used to prevent advertisers from interrupting your 
viewing of a website.  

TrainingCheck does not use pop ups for advertising but it does use them to, for 
example, launch evaluations and show guidance information. So you will need to 
ensure that pop ups are allowed from this site. 
 
To allow pop-ups from the TrainingCheck but block all others within Internet 
Explorer 7.x onwards: 
 
1. Click on Tools on the menu items at the top of your browser 
2. Navigate down to Pop-up blocker 
3. Click on Pop-up Blocker Settings 
4. In box marked Address of Website to Allow, type: www.trainingcheck.com   
5. Click Add and then click Close. 
 
Alternatively, to switch off the pop up blocker completely: 
 
1. Click on Tools on the menu items at the top of your browser 
2. Navigate down to Pop-up Blocker 
3. Click on Turn Off Pop-up Blocker. 
 
 


