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Manage a 360 project

Trainer Control Panel
This is where keep track of your 360 projects.
The traffic light colour coding shows you if
appraisees have not started (red), in progress
(amber), finished (green). Blue indicates an
email bounce.

You can assign a new 360 workset from here.
Go to Assign 360 workset.

You can look more closely at an 
individual’s 360 progress here. 
Go to 360 Workset Control Panel.

When the appraisee has completed 
the panel shows a green tag. 
Click ‘view’ to see Report.

For a quick review of the ‘Workset status’
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Manage a 360 project

Trainer Control Panel
This is where keep track of your 360 projects.
The traffic light colour coding shows you if
appraisees have not started (red), in progress
(amber), finished (green). Blue indicates an
email bounce.

Hover over the squares for a quick overview of
that person’s 360

Back to Trainer Control Panel
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Assign 360 workset

Choose which questionnaire you require from the
drop down menu.

Then answer 3 questions about how you’d 
like the 360 configured.

Fill in appraisee’s details...
Name, email etc... 

Select a completion date.
Decide if you want to send automated reminders.

Click submit.



Tutorial
Log in homepage Manage a 360 project Do your own 360 appraisal

Setting up a 360 project • Monitoring progress    •   Edit settings    • Add respondents    • View report    • Workbook    •

FORWARD

BACK

Respond to feedback request View reports Workbook

Build questionnaire

Tick optional boxes to choose the
competencies you want to include.

Click submit button at bottom.

This will send an automatic email inviting 
your appraisee to start their 360 feedback. 

Back to Trainer Control Panel. 
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Monitoring progress

View an individual 360
When you view an appraisee’s 360 in detail
you can see whether they’ve completed their
self perception, added respondents etc.

You can change the completion date and 
edit settings.

You can also send reminders to respondents.
You can remove a respondent from here too
or edit an incorrect email address.

Add respondents by clicking add.

Back to Trainer Control Panel
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Edit workset settings

Change complete by date

Change configuration  

Back to Trainer Control Panel
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Add respondents

Add name and email address and select the
appropriate relationship from the drop down
menu.

Click to send email.
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Account Activation

Create user name and password 
so you can come back later.  

Click submit.
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My appraisal control panel 

This is where you manage your 360.

From here you can complete your self perception 

You can also send reminders to respondents.
You can remove a respondent from here too.

The traffic light colour coding shows you if
appraisees have not started (red), in progress
(amber), finished (green). Blue indicates an email
bounce. You will need to correct this.

Add your respondents by clicking add.
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Self perception questionnaire

Click button to score your self assessment.
You must answer all questions to complete 
the questionnaire.

You must answer free text questions to
complete the questionnaire.

Click submit to save your answers.

You can save the questionnaire and come
back to complete it if you wish.

Return to Workset Control Panel



Add respondents

Add name and email address and select the
appropriate relationship from the drop down
menu.

Click to send email.
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Respondent email

One-click link to access the questionnaire. 
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Respondent questionnaire

Click button to give you feedback. You must
answer all questions to complete the
questionnaire.

You must answer free text questions to
complete the questionnaire.

Click submit to save your answers.

You can save the questionnaire and come
back to complete it if you wish.

If you need to re-access this questionnaire go
back to the email and click the blue link.
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Getting your report

On the Workset Control Panel when all
participants have completed click view to 
see report.

See sample report online.

http://www.appraisal360.co.uk/360-degree-feedback-sample_reports
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Online report

An online view of the report is available.

To download a PDF version click export to PDF. 
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Reports 

Sample reports online.

Competency in detail

Free text comments

Overview of reportReport cover

http://www.appraisal360.co.uk/360-degree-feedback-sample_reports
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Workbook

Download a 
sample workbook.

The Workbook
helps you to
interpret your report
and develop an
action plan.

http://www.appraisal360.co.uk/download
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www.appraisal360.co.uk
Tel: 01782 681214 

Learn more about: Appraisal360 online 360 feedback tools
Discover the: Appraisal360 Practitioners Network

http://www.appraisal360.co.uk
http://www.appraisal360.co.uk
http://practitioners.appraisal360.co.uk/

