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With this release, NACE Ready partners can now utilize the Career Readiness Observer
Assessment to request feedback about students from employers, internship supervisors, and
anyone else that could assess a student’s career readiness. This new Form includes:

Ability to assign Observers
Ability to email Form to Observers
Ability to track completion of Form by Observers
Ability to view Form responses

Read the detailed Support Article here.

https://support.suitable.co/hc/en-us/articles/31507409259675-Forms-Module-NACE-Ready-Observer-Form


Ability to assign Observers
Navigate to the Forms tab1.
View Responses2.
Add Observer3.
Upload Observer File4.



Ability to email Form to Observers
Import Observers1.
Email Notification Sent to Observers Automatically2.



Ability to track completion of Form by Observers
Observer clicks Assessment link1.
Once completed, status in Suitable changes2.



Ability to view Form responses
Navigate to Form1.
View Responses2.
View specific Response Details3.
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NACE Ready: The Career Readiness Report

Observer Workflow



Step 1a - Upload Respondents (Observer) Information

Find your Observer form
Click the menu (ellipsis)1.
Click View Responses2.
From here, you can Add
Respondents and view
statuses for previously
uploaded respondents

3.



Step 1 - Student Can Share Alternative Observer Information (if
you want them to; otherwise this survey will be omitted)

The student can fill in the following
form:

**You will need to review & approve
this and upload that observer
information; filling in this form will
not automatically trigger an email
to be sent to the observer (for right
now).



Step 2 - Observer Receives Email Notification

The observer will receive the following
email with subject line
“Action Required: STUDENT NAME
Has Requested Your Feedback”



Step 3 - Observer Takes the Assessment



Step 4a - Administrators can view & monitor observer
completions



Step 4b - Administrators can re-send reminders

Filter for Status = Sent (not completed)
Click the link Get response report from search
Open the Excel file and delete all columns except: Subject Username, Respondent Username,
Respondent First Name, Respondent Last Name
Re-import the data



Step 5 - Administrators will have access to pull the
observer data

Only administrators will be able to see the observer responses and feedback at this time
(Based on Task Force feedback since we cannot hide any specific question responses from the student yet)

Proposed workflow if you want to share the feedback with the student:
Export Responses for the Observer form
Delete any custom question/response data that you do not want to share with the student
Use a mail merge to send the feedback to the student


