


[image: ]




Usability test script & task library
A complete moderator guide for evaluating prototypes and live product experiences.
How to use this template: Duplicate this doc for each study (File → Make a copy), fill in Section 1, then run Sections 2–5 live with each participant. Capture what you see in Section 6 as you go.
Section 1 — Study Information
Fill this in before the session so everything you need is in one place.
	Study name
	[ add study name ]

	Moderator
	[ add moderator ]

	Product version
	[ add product version ]

	Date
	[ add date ]

	Participants
	[ add participants ]

	Objectives
	[ add objectives ]

	Prototype / product link
	[ add prototype / product link ]


Section 2 — Moderator Introduction
Read this aloud, in your own words, at the start of every session.
Thanks for joining today. We’re testing the product — not you. There are no right or wrong answers. Please think aloud as you complete each task so we can understand what you’re thinking.
Section 3 — Warm-up Questions
Ease the participant in and get context on how they work.
· Tell me about your role.
· How often do you use products like this?
· When was the last time you completed this type of task?
· What tools do you currently use?
Section 4 — Task Library
Give one task at a time. Stay quiet while the participant works — resist the urge to help. Note what you see under Observe, then ask the follow-up questions before moving on. Aim for 6–8 common tasks per session.
Task card template: each task below follows the same pattern — the task to read aloud, a clear success criterion, what to watch for, and follow-up questions. Copy any card to add your own.
Task 1 — Sign up
“Create an account and sign in for the first time.”
Success criteria
Participant reaches the signed-in home screen without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Task 2 — Invite a teammate
“Invite a colleague to join your workspace.”
Success criteria
Participant sends an invite without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Task 3 — Create your first project
“Create your first project.”
Success criteria
Participant creates a project without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Task 4 — Find settings
“Find where you would change your notification settings.”
Success criteria
Participant locates the setting within ~30 seconds without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Task 5 — Complete the core workflow
“[ Insert your product’s core workflow — e.g. ‘Publish your first report.’ ]”
Success criteria
Participant completes the core workflow without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Task 6 — Export data
“Export your data to a file.”
Success criteria
Participant exports successfully without assistance.
Observe
· Where they click first
· Time to completion
· Hesitation
· Questions asked
· Navigation errors
Follow-up questions
· What did you expect to happen?
· Was anything confusing?
· How confident did you feel?
· If you were doing this at work, would you have completed the task?
Section 5 — Wrap-up
Once the tasks are done, zoom back out and hear the overall reaction.
· Overall impressions?
· Biggest frustration?
· Favorite part?
· What would you change first?
Section 6 — Moderator Notes
Capture the signal while it’s fresh — ideally right after each session.
	Biggest usability issue
	 

	Unexpected behavior
	 

	Memorable quote
	 

	Recommendation
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