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Usability Testing for Vendor Selection
What:

This guide provides steps for conducting usability tests on vendor products. Usability tests support the selection process by helping you determine how easy and efficient the products under consideration are to use.
When:

Use this tool after you have narrowed down your product selection to two or three possible candidates.
How:
1.
Identify core tasks to be tested

List the core tasks the product must support. Choose the top 3 – 5 you want to test and write brief instructions you will give to each user to perform. Omit details of how to do the task, since you want to observe how the user accomplishes it. Say, for example: “Show me how you would update your profile.”
2.
Select participants
Identify 3-5 end-users who will need to use the product that is purchased. You may want to select participants by their role and match sets of tasks to them. Consider including someone who is relatively new to the process to see how well they can perform the same tasks. Ideally use 5 participants, representing each of your key user groups, but you can go as low as 3 if you are pressed for time or if you plan to test multiple roles.
3.
Facilitate and observe
Test the participants one at a time. Explain to the participant that you are not testing them. Instead, they are testing the system. Give the user each task and ask them to speak out loud as they perform it.

As you observe a user perform a task, resist guiding them and allow them make discoveries on their own. If they get stuck, give them a minimal amount of help.

As you observe, take notes using the guide below. After a user completes each task, ask them to rate its ease of use, using the 5-point scale on page 3. Their responses will give you a task-by-task usability rating. At the end of the test ask each user to provide an overall evaluation of the product.

4.
Summarize findings
After completing the test, you will have gathered an assortment of qualitative research findings. Report patterns, interesting observations, key quotes and the overall usability grade.  You may also include artifacts (such as screen captures) to reinforce your findings.
5.
Make recommendation
Use your results to deliver a concise recommendation to the selection committee.
Task List
Identify at least three core tasks that will be most commonly used.

For example:
	
	Category
	Instructions for the Participant 

	Task 1
	Update plan 
	Show me how you would select, modify, and save your  XYZ plan.

	Task 2
	Adding team members
	Show me how you would add these two names to the participant list. 

	Task 3 
	Order entry, submitting  form
	Show me how you would submit a procurement request.


Task Rating Scale
Ask each participant to answer these three questions using a scale from 1 to 5:
1. Overall, I am satisfied with the ease of completing this task.

2. The navigation menu options were clear and aligned with the task. 
3. Overall, I am satisfied with the amount of time it took to complete this task. 
	1
	2
	3
	4
	5

	Strongly disagree
	Disagree
	Neither agree nor disagree
	Agree
	Strongly agree


To Reduce Bias
When testing several products, alternate the order in which each participant is exposed to each.
1. The first should complete all tasks using product A, then repeat the same tasks using product B. 
2. For the next user in your study, switch the order. Begin with B, then repeat the tasks with A.
3. Continue to alternate for all the participants in your study. 
This technique helps reduce participants’ bias as they work with the second product after having had some experience with whichever product they were exposed to first.

Facilitator Guide: Usability Test Observation
Vendor: _______________________________________________
Participant: ____________________________________________
Participant Role: ________________________________________
	Task
	How well was participant able  to complete task? 
	 Comments user made about the task or product
	Participant’s Task Rating

	1
	Facilitator notes
Mark 0 if user was unable to complete task.


	
	Question 1:

Question 2:

Question 3:

	2
	
	
	

	3
	
	
	

	
	
	
	


How does participant rate the overall usability and their experience with the vendor product?  Ask:
On a scale from 1 to 5 (1 being poor - 5 being great) how do you rank your experience with this product? ____ 
What else would you like to tell us about your experience?

Findings and Recommendation

Here is a sample outline for reporting your test results. If you are using the Vendor Assessment Scorecard (for complex projects), include the summary, rankings, top quotes and facilitator observations in the UX Recommendation tab.

1.
Usability Test Results

We conducted a usability test to help determine which products meet the users’ needs while offering an interface that is intuitive to them, efficient and easy to use.

Vendor: _______________________________________________

Vendor: _______________________________________________

2.
Summary
A few top-level sentences that capture what you did and top items you discovered. 

Example: We tested these vendor products with six participants. Our observations along with the participant comments and their usability ranking scores indicate that product A is more user friendly and better aligned with supporting users as they perform their tasks than product B. In fact, with product A, one user declared: “This will make my job so much easier!”

Average overall user experience ranking: ____

3.
Participants
List who participated in the study and their roles.

4.
Details
Describe how the test was conducted. List the tasks participants performed.

5.
Task Performance
Summarize which task participants ranked the highest and lowest along with the tasks that you observed to be the easiest and most difficult for participants to complete. Here you may combine facilitator observations and user quotes, expressions, and struggles to produce overall findings as revealed during task performance.

All task ratings can be tallied. The vendor product with highest frequency of high or low scores will help inform your recommendation.

6.
Product Recommendation
Apply all artifacts and scores to form your recommendation.
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