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[bookmark: _Toc363479885]Background
The Assessment System was developed as a consulting strategy to engage existing businesses to participate in an ongoing and enduring relationship with the SBDC.
· The assessment is functionally based.  It is designed to evaluate how effective a Client is in performing typical business functions  (8 functions are offered:  Marketing, Sales, Operations, Financials, Customer Services, Administrative and IT Support, Human Resources, and Strategic Thinking)
· It is designed for existing business owners (works best with clients in business at least two or three years)
· The assessment contains a series of questions for each function.  The questions are designed to stimulate conversation with the client, and not only get answers, but develop rapport, demonstrate expertise, and gain trust.  Each SBDC may add other questions if they feel the list provided in the tool is inadequate for their purposes. 
· The process is simple and requires a minimum use of client’s time, but will require Advisor time to compile the assessment results.  The steps are:
· The SBDC Advisor performs a detailed interview with the business owner and optionally with other employees designated by the owner.  The initial interview may take 1½ to 2 hours.  If the interviewees have limited availability, the session can be subdivided into functional areas and scheduled appropriately.
· The Advisor may choose to focus on only one function at a time (like Marketing), or offer a comprehensive evaluation of all functions.
· Using the assessment tool, the SBDC Advisor rates the Client capabilities in an objective manner.  The tool suggests rankings, typically from 1 to 5, describing attributes that best fit each possible ranking.  The Advisor has an opportunity to capture two types of notes:  interview notes that should remain private and not be published and external explanatory notes that will be published for the client to read in the final report.
· The SBDC Advisor may then prepare a report for the Client describing assessment findings and recommendations for on-going counseling services.  The system generates a professional-looking report as a WORD document which be amended prior to distribution.
· The questions offered through the tool create a useful framework for discussions.  Completing a follow-up report is not required if alternative approaches (like developing an action plan) work just as well.
· Optionally, the SBDC Advisor may choose to do a Profit Master 3-year financial scorecard, and include those results in the report, providing both a functional AND financial performance assessment to the client.
[bookmark: _Toc363479886]Overview of System Functions
The system assumes two types of users: an Administrator and an Advisor.  There is only one Administrator in the system, and this individual is responsible for establishing assessment definitions.  And Advisor is anyone authorized to perform and/or print Assessment reports.  It is up to each Center Director to determine who should be trained to offer assessments on behalf of their center.
[bookmark: _Toc363479887]System Administrator Responsibilities
The following chart identifies each of the system functions that may be performed by the System Administrator.
[image: ]
[bookmark: _Toc363479888]SBDC Advisor Functions and Responsibilities
The following chart identifies the activities an Advisor would perform to manage an advisor profile and to manage client assessments.
[image: ]
[bookmark: _Toc363479889]Establishing an SBDC Office and Advisors
The following diagram describes the steps that would be taken to establish an SBDC entity and its Advisors within the system.  To establish an SBDC office on the system, contact the current System Administrator.  Once the System Administrator has invited the SBDC Director to initiate that action, the SBDC Director will be able to invite other personnel within that SBDC office to also log into the system. 
[image: ]
[bookmark: _Toc363479890]Performing a Client Assessment
The following diagram defines the process an Advisor would follow to administer a client assessment. 
[image: ]


[bookmark: _Toc363479891]Functions and Sub-Functions
The assessment system has been established to assess a client’s functional capabilities.  There are currently eight main functions, and each function is further sub-divided into sub-functions as follows:
· Marketing
· Marketing Plan
· Marketing Activities
· Website
· Competition
· Networking
· Community Involvement
· Marketing Materials and Image
· Sales
· New Customers
· Existing Customers
· Compensation Plan
· Sales Management
· Operations
· Managing the Operations
· Producing/Delivering the Goods/Services
· Inventory Management
· Procedures
· Quality Assurance and Control
· Key Operating Statistics
· Customer Services
· Servicing the Customer
· Determining Customer Satisfaction
· Financials
· Bookkeeping
· Business Entity Structure
· Analysis of Results
· Administrative and IT Support
· Computer Equipment and Software
· Telephone and Internet Access
· Cleaning and Maintenance
· Clerical Support
· Security
· Health and Safety
· Fleet Service and Repair
· Human Resources
· Hiring and Training
· HR Policies and Procedures
· Organization
· Employee Benefits
· Payroll
· Strategic Thinking
· Market Evaluation
· Planning for Growth
· Exit and Transitional Strategies
· Use of Advisors
When performing an assessment, you will typically pose questions to the client by sub-function within function.  Depending on the business, not all sub-functions, and occasionally not all functions, are pertinent.  For example, Fleet Service and Repair (under Administrative and IT Support) is not typical.  In which case, you will be able to exclude it from consideration by classifying the sub-function as “not applicable.”
The assessment also includes Preliminary Review questions.  This category is provided as a way to “break the ice” with a new client, and gather some basic information about their business.
· Preliminary Review
· Key Problem Areas
· Top Issues for Next 6 Months
· Profitability
· Cash Flow
· Taxes and Compliance
· Trends
· Goals
[bookmark: _Toc363479892]Standard Questions by Sub-Function within Function
Questions have been preloaded into the system.  They are of course viewable on-line, but are offered here for convenience:
[bookmark: _Toc363479893]Preliminary Review
[bookmark: _Toc363479894]Key Problem Areas
What do you see as the key problem areas?
[bookmark: _Toc363479895]Top Issues for Next 6 Months
Have you identified the top issues you would like to resolve in the next 6 months? If so, what are they?
[bookmark: _Toc363479896]Profitability
How would you describe the profitability of your business?
[bookmark: _Toc363479897]Cash Flow
How comfortable are you with your cash flow?
[bookmark: _Toc363479898]Taxes and Compliance
Are there any outstanding issues related to taxes or compliance?  If so, what are they?
[bookmark: _Toc363479899]Trends
How would you characterize trends in your business, comparing the last 12 months vs. the preceding 12 months?
Are things better or worse since you started your business?
[bookmark: _Toc363479900]Goals
What goals have you established for your business?
[bookmark: _Toc363479901]Marketing
[bookmark: _Toc363479902]Marketing Plan
How would you describe your marketing plan?
Have you got a marketing budget?
How do you determine what to spend?
How do you determine where to spend the money?
How do you determine the effectiveness of your marketing strategy?
Have you established a budget?
[bookmark: _Toc363479903]Marketing Activities
What type of non-internet advertising do you do? (newspaper, magazines, radio, TV, direct mail, other?)
If you do advertise, how frequently do you change your ads?  How long do you run your ads?
Are coupons effective for your business?  If yes, how do they work?
Are you involved in trade shows or exhibitions?  If so, how?
Are you doing any advertising on the internet?  If so, describe.
Have you developed relationships with the media?  If yes, describe.
Do you issue Press Releases?  If so, under what circumstances?
[bookmark: _Toc363479904]Website
Do you have a website? Who developed it for you?  How often do you update it?
Can visitors sign-up there or contact you via your website?
Do you have links to other sites - if so, which sites?  Do other people link to your website?
Do you publish articles there?
Do you sell anything on your website - if so, does it have a shopping cart?
What have you done to drive people to your website? (organic Search Engine Optimization (SEO)? Internet Ads? Pay per Click?)
Do you do any blogging?
What other types of things do you do to drive people to your website?
Do you monitor website visits in any way?
[bookmark: _Toc363479905]Competition
Who is your competition?
How does their product/service differ from yours?
How do you compare with them price-wise?
What would you say is your competitive edge:  Price?  Quality?  Speed?  Other?
[bookmark: _Toc363479906]Networking
What type of networking do you do?
How do you rate yourself in presenting yourself and your business (30-60 second speech, elevator speech, etc.)?
Do people seem to respond positively to you?
Have you identified referral partners?  Have you met/talked with them?  Have you developed on-going relationships?
[bookmark: _Toc363479907]Community Involvement
What associations are you a member of (Chamber of Commerce, Rotary International, Non-Profit organizations, Trade Associations, etc.)?
Do you participate in any of their events?  If so, which ones?
Do you volunteer to be on the board or participate in a committee of any of these groups?
Do you participate in volunteer work related with any of these organizations?
What membership benefits do you use (website directory, newsletter notices, etc.)?
[bookmark: _Toc363479908]Marketing Materials and Image
Do you have a logo? 
Do you have up-to-date professional looking business cards? Have you developed a tag line?
What other marketing materials have you prepared? Do they have your logo on them? Are they color-coordinated? 
What materials do you distribute? Brochures, flyers, and other? How do you distribute them? 
[bookmark: _Toc363479909]Sales
[bookmark: _Toc363479910]New Customers
Who is responsible for selling your services/products to new customers?
What sales experience do they have?
Have they ever been trained in sales?
Are their sales calls (phone or at customer site) monitored?
What type of sales goals do you establish for your sales people?
Do your sales people do cold calling? How effective are they?
[bookmark: _Toc363479911]Existing Customers
Who is responsible for selling add-on services/products to your existing customers?
What sales experience do they have?
Have they ever been trained in sales?
Do they perform other duties as well - if so what are they?
Are their sales calls (phone or at customer site) monitored? 
What type of sales goals do you establish for your sales people?
[bookmark: _Toc363479912]Compensation Plan
How do you compensate those involved in the sales effort? (100% commission? 100% salaried? Mixed commission and salary?)
[bookmark: _Toc363479913]Sales Management
Who manages the sales staff?
How do you keep them informed of new products/services?
At what point does a more senior person get involved in the sales cycle? 
Do you ever use additional individuals with more expertise (e.g., a technical specialist) on sales calls?
Who sets prices and what flexibility do your sales people have in adjusting the price?
[bookmark: _Toc363479914]Operations
[bookmark: _Toc363479915]Managing the Operation
Who manages the staff responsible for producing the goods or services that are sold?
Does that person have management experience? Does that person have prior industry experience?
Is your manager able to effectively make work assignments and oversee the results without getting too involved? 
Who determines the vendors and suppliers?
How are decisions made? Who is involved in the decision making?
[bookmark: _Toc363479916]Producing/Delivering the Goods/Services
How would you describe the staff:  Professional?  Non-professional? Average age?  Typical prior experience? 
What are the hours of operation?  Are there occasions when staff is in without supervision? 
Do you have more than one shift? 
How is staff trained to perform their responsibilities? 
Describe the equipment they use in performing their work. 
Is there any risk in the work they perform? 
Do they handle money for you?
[bookmark: _Toc363479917]Inventory Management
Who does the ordering?
What type of inventory system do you have in place?
How often is a physical inventory taken?
How are shipments processed (receipt, validation of order, ensuring order is not damaged, etc.)? 
Who decides what products to sell?
How do you handle items that do not move?
[bookmark: _Toc363479918]Procedures
Do you have written procedures?  If yes, for what percentage of the production activities?
Do you have check lists?  If yes, for all or just some procedures?
Who decides what the procedure should be? 
Are they reviewed by management periodically to ensure they are efficient, correct, have the least potential for hazard or risk, AND are being followed?
[bookmark: _Toc363479919]Quality Assurance and Control
What procedures do you have in place to ensure the highest quality for the goods and services sold? 
What kind of "spot-checking" is done to verify quality?
[bookmark: _Toc363479920]Key Operating Statistics (Performance Indicators)
What are the key measurements (performance indicators) you have established for your business? How did you decide on these?
How do you gather your statistics? How frequently do you review them? 
Do you trend this information?
What have you learned from looking at them?
[bookmark: _Toc363479921]Customer Service
[bookmark: _Toc363479922]Servicing the Customer
Who services the customer? What are their duties, in general? 
Are they trained in customer service?
How are complaints handled?
What is a typical scenario if a customer complains about a purchase?
[bookmark: _Toc363479923]Determining Customer Satisfaction
What proactive measures do you take to determine satisfaction? 
What reactive measures do you take to determine satisfaction?
[bookmark: _Toc363479924]Finance
[bookmark: _Toc363479925]Bookkeeping
Who does the bookkeeping?
What are the standard procedures for recording revenues and expenses?
How frequently are revenues and expenses recorded?
Are you using an outside bookkeeping service?  If not, what software tools are you using to record your revenues and expenses?
Do you anticipate monthly revenues and expenses?  If so, describe how.
Do you have standard month-end, quarter-end, year-end procedures? 
What reports do you produce to understand your cash flow situation?
[bookmark: _Toc363479926]Business Entity Structure
What entity structure have you selected?
Have you properly filed documents for this structure?
Do you have separate bank accounts set up? 
How rigorous are you in keeping personal revenues and expenses separate from business revenues and expenses?
How often do you have a meeting with the "officers" or "members" of the organization to review past experience and plan for the future? 
Who prepares your taxes?
Are you current on your tax obligations?
[bookmark: _Toc363479927]Analysis of Results
What financial reports do you use to analyze the progress of your business?
How often do you generate them?  Who generates them?
Do you review these reports with anyone?
Do you have a budget? When do you create it?
Do you reforecast as the year progresses? 
Do you do trend reports?
What would you say are your most challenging financial issues:  Cash flow?  Meeting payroll?  Paying off credit cards?  Paying off your loan(s)?  Other?
[bookmark: _Toc363479928]Administrative and IT Support
[bookmark: _Toc363479929]Computer Equipment and Software
What type of computer equipment and software do you use in your business?
How did you determine what you needed when you started?
How do you determine what upgrades to make over time?
How do you determine what new software products to acquire?
Do you have virus protection?  Blockers?  Spyware? etc.?
How often and what type of back-ups do you do?
What would be the damage, if any, were your computer out of commission for 4 days?
Where/how do you store your computer backups?
[bookmark: _Toc363479930]Telephone and Internet Access
Do you use a dedicated land line(s) for your business?
What types of services are available on your phone line (voice mail, 3-way calling, call forwarding, etc.)
Do you use a cell phone in your business?  If so, how?
How do you access the internet?  How often are you, or your employees, on the internet?
Do sales come in through the internet?
Have you had any internet problems?  If so, how have they been addressed? 
What would be the damage, if any, were you to not have access to the internet for 4 days?
[bookmark: _Toc363479931]Cleaning and Maintenance
Who cleans the business location for you?
How often is the cleaning done?
Do you have a schedule for maintaining the appearance and the equipment within your business?
How do you track maintenance on the equipment you use?
How frequently do you find it necessary to repaint? Clean the carpets? Clean the furniture?
Do you ever need to have your furniture repaired? If so, how do you handle that?
[bookmark: _Toc363479932]Clerical Support
Do you have a receptionist?
Do you have an office manager?
Do you have any other type of office help?
Who answers your phone and makes appointments?
Do you ever need to prepare presentations of materials for seminars or speaking engagements?
How much time do you spend on clerical activities that perhaps could be done by someone else?
[bookmark: _Toc363479933]Security
How do you secure your business space after hours?
Does anyone else have a key/access to your business? 
Do you store a lot of inventory?
How do you ensure its secure? 
[bookmark: _Toc363479934]Health and Safety
Do you post the required health and safety documents in the proper place?
Do you and your employees adhere to fire safety code regarding exits, lighting, etc.?
Do you have inspections periodically? 
Do you have fire drills?
Do you have smoke detectors and other fire prevention equipment on hand? 
[bookmark: _Toc363479935]Fleet Service and Repair
Does the business own any vehicles? Are the vehicle(s) dedicated to the business?
How do you track maintenance scheduled for the vehicle(s)?
How do you control gas costs?
Are employees allowed to use vehicles for their personal use?  Does your insurance plan protect such use?
What are the ages of your drivers? 
How frequently do you have your vehicles cleaned (inside and outside)? 
[bookmark: _Toc363479936]Human Resources
[bookmark: _Toc363479937]Hiring and Training
Who does the hiring?  Does that person have experience hiring?
Are there Job Descriptions for the positions to be filled?
Do you have a standard set of questions to ask during the interview process?
Do you do any reference checking?
Do you do any drug testing?
How do you recruit staff for open positions?
Are there opportunities to promote from within?
What type of pre-hiring testing do you do (e.g., to test technical skills or personality traits or the like)?
How do you train new hires? 
Describe the procedures employees go through when they are hired.
How do you determine starting salaries? 
[bookmark: _Toc363479938]HR Policies and Procedures
Do you have a staff manual describing the HR policies and procedures for your business?
What policies do you have in place with respect to sick leave, vacation, jury duty, time off, etc.?
What procedures do you have for performance reviews?
What procedures do you have for salary increases?
How do you keep abreast of salary practices for competitive businesses?
How do you know if you're compensation is fair? 
Do you offer seminars to employees regarding discrimination and harassment, or the like? 
[bookmark: _Toc363479939]Organization
Do you have an organizational chart?
How do you determine if the organizational structure is sound?
How frequently do you make organizational changes?
On what basis are people promoted to management or supervisory roles?
Do people work in teams?
How would you rate the effectiveness of your teams? 
Is there grumbling or dissatisfaction among your employees?
How do you resolve conflict between employees?
[bookmark: _Toc363479940]Employee Benefits
Do you offer any benefits to your employees? If so, what types (insurance (be specific), loans, tuition reimbursement, 401K, paid lunches, paid breaks, paid sick leave, stocked pantry, other)?
Who is eligible for these benefits?
[bookmark: _Toc363479941]Payroll
Who does Payroll?
Does this person have prior experience doing Payroll?
How long does it take to do Payroll?
Have you had mistakes occur (incorrect tax amount paid or withheld, incorrect calculation of benefits, etc.)? 
[bookmark: _Toc363479942]Strategic Thinking
[bookmark: _Toc363479943]Market Evaluation
How do you determine what new products or services to implement?
How do you test the applicability for the product/service in the market place?
How do you keep abreast of things going on (economic, political, and technological) that will impact your industry?
How would you rate your responsiveness to these stimuli?
Do you, or someone on your staff, attend conferences relevant to your business?
What periodicals do you read or associations do you belong to that help you keep a pulse on your industry? 
How are you planning for the implementation for new products/services?
[bookmark: _Toc363479944]Planning for Growth
What circumstances compel you to consider growth strategies?
What expansion strategies have you considered? (sell more of what you have to current customers, sell more of what you have to new customers, develop alliance partnerships, expand your physical territory, open additional locations, franchise your business, add new products or services, add distribution channels to reach new customers, identify new uses for you products/services, standardize your custom offerings, acquire another business)
What steps do you take to establish a concrete plan?
Who is involved in helping you establish your plans?
[bookmark: _Toc363479945]Exit and Transitional Strategies
Have you considered how to get out of your business?
If so, what options are you considering and why? (possible options might be: just walking away, passing on to a family member, selling the business, selling the assets)
What steps do you take to establish a concrete plan?
Who is involved in helping you establish your plans?
[bookmark: _Toc363479946]Use of Advisors
Who are your advisers?
How often do you meet with them?
Do you meet as a group or one-on-one?
How comfortable are you with their advice?
How do you ensure you have picked the right team of advisers?





[bookmark: _Toc363479947]How to Use the System
[bookmark: _Toc363479948]Preliminary Information Before You Start
The Assessment System is available through the internet using the following URL:  
http://www.ilsbdc-cba.com/
Internet Explorer has not provided reliable access to the application, and should be avoided.  On the other hand, Firefox has proven to be quite reliable.  
Caution:  Do NOT use Windows standard navigation arrows.  The application does not respond to them.  If accidentally used, expect to lose your place and have to restart your session.  The application provides sufficient “buttons” to navigate.
[bookmark: _Toc363479949]Logging on to the System
Once you have input the URL for the application, you will see the following window.   The boxes on the left, labeled Home, New SBDC Signup, and Password Reset, are buttons you may use to navigate to different functions.  This convention is followed throughout the supplication.
[image: ]
You must always log into the system via this first screen.  You will have received an email with your Login and Password.  It will contain the following type of information:
Dear your first name,

Your organization, ISBDC at your center has been setup.
An account has already been created for you.
Your user id is: your email address and your Password is: your password
You can logon at SBDC Assessment
If you have any questions, please contact the Elgin SDBC.
Thanks,

After you log in, click the desired “button” on the left.  If you are establishing a new SBDC office, click on New SBDC Signup.  You must enter the Registration Code sent to you by the System Administrator.  (If you do not remember it or did not receive one, contact the System administrator.)  A Registration Code can be used only once.  Click on Register to establish the SBDC within the system.  Then, click on the New SBDC Signup button to provide details about this SBDC.
[image: ]



Should you need to reset your password (the one originally sent to you will not expire), click on Password Reset to request a new one.  You must enter your email address and then click on the Reset button.  Check your email for your revised password.  Note that the Administrator does not maintain a list of passwords.  If one is lost or forgotten, just simple request Password Reset.
[image: ]


[bookmark: _Toc363479950]Advisor Home
The following screen is the Home page, or dash board, for Advisors, and is the window that will be returned to you once you have logged in.  If you have assessments in process, you will see a list of which ones are in the works.  Otherwise, no Assessments will be listed. 
[image: ]
Your choices for navigation are:
Advisor Home – Click on this button to return to the Advisor’s Home page.
Assessments – Click on this button to work on a brand new assessment, to work on a completed assessment, to delete an assessment, or to restore one that was previously deleted.  To work on an existing assessment that is not yet completed, click on the appropriate Client, and the system will navigate you to where you left off the last time you updated this assessment.
Questions – Click on this button to add or delete unique questions for your SBDC office.
Print – Click this button to print just assessment questions or to print a client assessment report.
Manage Advisors – Click this button to invite Advisors to participate in the assessment process, to delete an Advisor, or to restore an Advisor that was previously deleted.
Organization Profile – Click this button to update the SBDC profile.
User Profile – Click this button to update your user profile.
[bookmark: _Toc363479951]Manage Assessments
This window allows you to process new or existing assessments.
[image: ]
Your choices for navigation are:
New Assessment – Click on this button to begin processing a new assessment for a client.  You may, over time, have more than one assessment.
Update Assessment – Click on this button to work on an existing assessment.  If the assessment has been started, but is not yet completed, the system will automatically navigate you to the first Sub-function that is not yet completed.
Delete Assessment – Click on this button to delete an existing assessment.
Restore Assessment – Click this button to restore a previously deleted assessment.


[bookmark: _Toc363479952]Step 1 – Create New Client
If you clicked on New Assessment, this window is returned so that you may begin the process by first defining the client for whom you are doing the assessment.
[image: ]
If your new client is not yet on Webcats, do that first, and then use that ID to uniquely identify your client within the Assessment System.  Assessment Name is freeform – whatever you choose that will be meaningful to you.  The system will append the current date (in the format MM-DD-YYYY) to the name you have assigned to the assessment.  Once you have added the other remaining information about the client, click on the Create Client button.


[bookmark: _Toc363479953]Step 2 – Update Basic Information
Once you have completed the prior screen (Step 1), the system will prompt you to complete additional basic information about your client.  Some fields are free-form text, and others offer drop-down menus for you to select the most appropriate information. 
[image: ]Assessment Template

For each new assessment, you must assign an Assessment Template.  There are 4 options available in a drop-down menu:
· Franchise
· Manufacturer’s Rep
· Sole Proprietor, no employees (as in the above example)
· Standard – all functions
If you select “Standard – all functions,” the assessment will offer you the opportunity to rate the Client on all functions and Sub-Functions.  If you select any of the others, some Functions and/or Sub-Functions have been excluded based on the business model (for example, Sole Proprietors who have no employees need not be rated for Human Resources).  You may always choose “Standard – all functions” and bypass those Sub-Functions that you do not believe apply to your client by selecting the N/A (for Not Applicable) as you proceed through the assessment.
The above depicts the type of information to collect about your client.  Just click on the Submit button when you are done.

[bookmark: _Toc363479954]Completing the Assessment
Now that your Client has been identified, the system positions you at the first Function/Sub-Function that has not yet been completed.
The Function/Sub-Function window is long.  You will have to use the right scroll bar to maneuver through it.
The window contains five sections:
1. Assessment gauge bar
2. Instant Navigation
3. Overall Function description (both internal and external) 
4. The Sub-Function description (both internal and external)
5. The Rating options
6. The next action directives
In the example beginning on the following page, this is a new assessment.
[image: ]5. Rating options

3. Overall Function Description

4. Sub-Function Description

6. Next Action

1. Gauge

2. Instant Navigation


Note that the gauge immediately below “Assessment” is at 0%.  As you complete pieces of the assessment, the gauge percentage will increase. The Instant Navigation on the right identifies where you are.  Note the + and – (plus and minus) signs.  Use the plus sign to expand the function to list the sub-functions, or the minus sign to contract the list of sub-functions within the Function.  The system will normally navigate sequentially through the functions/sub-functions, unless you request an alternative routing.  If you want to immediately proceed to a different place in the assessment, just click on where you want to go.  You must always expand (by clicking on the plus sign) the Function to list the sub-functions before you click to alter the normal navigation routing.
[image: ]Instant Navigation
Gauge

For each new Function you visit, you must enter Internal Notes and External Notes.   If you do not want to provide Notes at the Function level, place your cursor in the pertinent note area and hit the space bar once, since blanks are acceptable as notes.


[image: ]
For each new Sub-Function you visit, you must also enter Internal Notes and External Notes.   If you do not want to provide Notes at the Sub-Function level, place your cursor in the pertinent note area and hit the space bar once, since blanks are acceptable as notes.



[image: ]Next Action
Rating Options

Each Sub-Function offers Rating “clues.”  Select the option that most closely describes your client’s capabilities for the Sub-Function.   You will find directions for navigating below the Next Action buttons.  Use these buttons when you want to move sequentially through the assessment, when you want to go to the prior Sub-Function, or when you want to Exit.  Otherwise, use Instant Navigation at the top right of the window.


[bookmark: _Toc363479955]Updating an Existing Assessment
You will be able to update any assessment you have previously completed.  Click on Update Assessment when you want to either revise a Function/Sub-Function (either to revise a note or to change a rating).  Click on Update Contacts when you want to identify who from the Client’s staff was included in the interview process. 
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This window is returned when you select Update Assessment.  Make your changes and click on Update Client when you are done.
[image: ]
This window is returned when you select Update Contacts.  Once you identify the Client and Assessment you want to modify, the system will offer you either the list of current Contacts or a place to add Contacts.  When you are done, click on Update Contacts.[image: ]
You may delete an existing assessment by clicking on Delete Assessment.
[image: ]
You will also have the option of restoring a previously deleted assessment when you click on Restore Assessment.[image: ]








[bookmark: _Toc363479956]Manage Custom Questions
[image: ]
In the event your SBDC office wants to augment the existing list of questions, you may add your own custom questions, and revise them as necessary.  You will not be able to change or delete those that are system wide and have been established by the System Administrator.


To add a question of your own, you must first identify which Function, and then which Sub-Function the questions applies to.  Then key in your question.  Click on the Add Questions button to save your entry.
[image: ]


When you select Update Questions, you will see the standard set of questions, plus any Advisor Questions your SBDC added previously.  You may revise the wording, or delete it.  Click on the Update Questions button to apply your changes.
[image: ]


[bookmark: _Toc363479957]Print Questions and Assessments
When you click on the Print button, you will be offered two options:  to Print questions on file (this includes standard questions plus any custom questions you have added for your SBDC) and to print an existing client assessment.
[image: ]


[bookmark: _Toc363479958]Print Assessment Questions
Many users of this system prefer to print the questions before they perform the interview with the Client.  To do that, you must identify which Assessment Template you intend to use.
[image: ]


Remember, you may always select the Standard – all functions, and pose all or some of the questions there.  Or, you may opt to select a different Template Mask if you are confident the Client’s business model matches one of the other template masks.
[image: ]


The system will generate a document for you as a web view.
[image: ]
  Click on File | Print Layout if you want a copy for printing (below)
[image: ]
[bookmark: _Toc363479959]
Print Client Report
When you want to produce a client report that summarizes the assessment results, you would request the Print Client Report option.
[image: ]

First, select the Client, and then the Assessment version you want to print.

The system will generate a document for you as a web view.
[image: ]
Click on File | Print Layout if you want to view it as a WORD document (image follows).


Because this is a WORD document, you will be able to make revisions, if you so choose, before you distribute the report to your client.  The first six pages are provided below.  Note:  some wording has been deliberately replaced with x’s to maintain client confidentiality within this training manual.
Page 1 – Cover Page
Page 2 – Business Summary
Page 3 – Assessment Recap
The grid displayed here recaps the results of all functional areas reviewed with the client.  Summaries for each area follow, in this case beginning with Preliminary Review.  As the client Advisor, you should complete the recap by providing appropriate descriptions in the Key Issues column of this grid.  This is your way of highlighting functional areas that deserve priority follow-up.
Page 4 – Acknowledgements
Page 5 – Preliminary Review 
This is a sample of what will be formatted for Preliminary Review 
Page 6 – Marketing
This is a sample of what will be formatted for Marketing

Page 1 and Page 2
[image: ]

Page 3 and Page 4
[image: ]
Page 5 and Page 6
[image: ]
[bookmark: _Toc363479960]Manage Advisors
You may invite Advisors within your center to become initiated in the Assessment System so that they may perform their own Assessments for their Clients, or participate in the Assessment  process initiated by others in the center.
[image: ]


[bookmark: _Toc363479961]Invite Advisors
To invite others, simply provide a first and last name, and an email address.  The system will automatically initiate an email with an invitation to login into the system.  A password will be assigned initially, but can be changed by the Advisor at a later time.
[image: ]


[bookmark: _Toc363479962]Delete Advisors
When you click on the button Delete Advisors, you will see all Advisors you have invited previously.  To delete an Advisor, just click on the box in the first column (labeled Del for “delete”), and click on the Delete button.
[image: ]


[bookmark: _Toc363479963]Restore Advisors
You will also be able to restore previously deleted Advisors.  To accomplish that, just click on the box in the first column (labeled Del for “delete”), and click on the Restore button.
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[bookmark: _Toc363479964]Organization Profile
This window allows you to establish or update your SBDC profile.
[image: ]


[bookmark: _Toc363479965]User Profile
This window allows you to establish or update your SBDC Advisor profile.
[image: ]
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