	
	
	



Unmoderated Usability Testing Script [SAMPLE]

Welcome
Welcome and thank you for volunteering to participate in our study. 
You are seeing this message because you were invited to participate in this research: OxIntranet Employee Usage
In this study, we are looking to better understand how and why employees use the intranet.

Consent 
What participation involves:
· You will complete a short set of tasks (a few minutes per task) using the Ballpark research platform.
· No personally identifiable information will be shared.
· Your responses will be anonymised and analysed only for service‑improvement purposes.
Voluntary participation
Participation is entirely voluntary. You may stop at any time without providing a reason. Choosing not to take part will not affect you or your work in any way.
Data privacy & confidentiality
Data will be stored securely within University‑approved systems. Data will be used solely to improve the intranet experience. No individual will be identifiable in any report or update.
Your rights
You have the right to withdraw your data at any point before submission.
Contact
If you have any questions or concerns, please contact OxIntranet Team: oxintranet@it.ox.ac.uk
Do you consent to providing your feedback?*
· Yes, I agree.
· No, I do not agree.




Pre-Test Questions

1. Where do you typically go when you need to complete internal tasks or find work-related information? 
(Select all that apply) 
· Oxford Intranet / OxIntranet 
· Department website 
· SharePoint
· Microsoft Teams channel 
· Search engine (i.e., Google, Bing)
· Email/documents from colleagues 
· AI Tools (i.e. CoPilot)
· I usually ask someone directly 
· Other

2. Which of the following would you likely be looking for during a typical work week?  (Choose up to 3)

· Events 	
· Policies and procedures 
· Guidance / how‑to content 
· Departmental news and announcements 
· University news and announcements 
· HR information
· Internal job listings
· Contact information details
· None of these / Not applicable
· Other

3. In your own words, explain what an Intranet is. You may talk about what you might use it for and why. 
________________________________________________________

4. Have you contributed content to a departmental website, SharePoint site, or microsite? 

· Yes, regularly 
· Yes, occasionally 
· No 
· Don’t know / Not sure

Tasks + Follow-up Questions

Task 1: Looking for relevant news and announcements.	
First-click
Imagine you want to find news or events relevant to your work at Oxford.
Where would you click first on the OxIntranet homepage?

Task 2: Find a colleague’s contact details 
Starting line 
You have a question for the Communication and Engagement Manager in the Department of Politics and International Relations (DPIR). How would you go about finding their contact details to send them an email? Using OxIntranet, please find their contact information.

Task 3: Find an event 
Starting line 
You are a line manager who wants to learn more about neurodiversity to better support your team. Look for any upcoming events that could be helpful. Make sure to review the event details to help you determine if the event is right for you. (Note: You do not need to actually sign up for the event as part of this task)

Task 4: Find guidance on how to get reimbursed for expenses
Starting line 
You’ve recently purchased equipment for your department and need to claim reimbursement. Starting from OxIntranet's homepage, please find the Expenses Policy.

Task 5: Flag incorrect information for correction
Starting line 
You’re on your department’s intranet page and have spotted incorrect or outdated information on. Using OxIntranet, how could you this flagged for correction?

Task Follow-up Questions (Asked after each task)
· Do you believe you were able to complete this task? How confident are you that you completed this task?
· How easy or difficult was it to find this information/complete this task? 
(Rate 1 - 5, 1= Very easy, 5= Very difficult_
· Why did you choose that rating?




Closing Questions
1. On a scale of 1 to 10, how useful is OxIntranet to you?
2. What tasks would you use OxIntranet for and why? 
3. What tasks would you not use it for and why?
4. Imagine you are onboarding a new employee and it’s time for you to tell them about OxIntrant.What would you tell them? How would you recommend they use it? What would you caution them against doing?
5. Is there anything else you would like to share about your experience using OxIntranet today? Please include any questions, comments, or suggestions in your feedback.

	
	
	



