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Quick Reference Guide
360 Feedback for Staff — Last updated 1/31/19
360°feedback surveys can be created and distributed at any time within the performance plan year.

Hyperlinks:

Intro to Accessing SuccessFactors

Intro to Initiating 360 Feedback

Intro to Completing a 360 for a Colleague

Visit OneCampus (https://one.purdue.edu/) and select SuccessFactors. Log in using your Purdue User ID

and Boiler Key passphrase.

On{ Performance & 360s

Actl” Compensation

Click on Home Menu at top of Development
screen and select Careers
Performance & 360. -
&-. Recruiting
Onboarding

Company Info
Employee Files
Reporting

Admin Center

All Forms
Showing 0-0 of 0

In Progress
The Performance & 360 Inbox
dashboard displays. En Route

~ Display Options

Completed
Click Create New Form.

Form Status Form Title Employeq

Form Title

Showing 0-0 of 0
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https://www.purdue.edu/hr/lod/media/videos/gmpm/5/story.html
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My Forms
Click the Staff Feedback All Forms
rvey.

Survey In Progress Select one of the form types below to begin.
(Note: If you are not a — 360s
manager, this is the only 360 En Route TR E T
option available.) -15 olall Feedback svey

Completed

Form Status

Cancel

My Forms
All Forms
In Progress Choose the employee from ones listed below.
Select Self — Your Name. =
nbox Employee for 2018-19 Staff Feedback Survey
En Route
Self - Michelle A Warren

Completed
Form Status Back Cancel

Review default survey dates All Forms
and make changes as In Progress Please provide review periocs and due date in the fislds below.
needed. The default survey o
. .. nbox Review period and due date of 2018-19 Staff Feedback Survey for Michelle A Warren

dates will be visible to En Route
participants of the survey. oview Star T 1216018

Completed .

Review End: 03/03/2018

Form Status

Click Create and Open . Review Due: 03/05/2018
Back | Create and Open | Cancel
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Add Participants and Competencies (Employee Nominates Raters)

The 360 process begins with
the employee selecting raters
to complete the survey.

Scroll down to the Rater List

section and click Modify ey O st G prdes o R s o S e
Participants.
Select raters by typing name
in “Find User” field. Records
will populate. Select e ’
. . .. 2018-19 Staff Feedback Survey for Nancy Unhoch
appropriate individual and
click Add to List. = R s —
= =
External participants can be —— =
invited by entering email
address and name.
Assign rater categories. e
Selected Particioanys)
Empiyee Emal Divisign Degartment Lacation Manager Category Actios
Click Save. Michai S o il iy NA WA WA arago o
LaTasha Fob (ol Ipasopusdue edu A A iR Peer (%]
Chance Sonmer (sommer10) sormmer 1GERputLe e L2 HA HA Poer (]
(Note: If there are less than
three responses per rater
category, survey results for
that category will be rolled up
into another respondent
category in the final survey
report) .

One raters have been
selected, scroll down to the
Content Selection.

Three standard open-ended
guestions will appear on all
surveys.

Click Add Competencies.

250 Questions for Staff

Add Competancies

anal Qussions

Custom Questien

Add New Queston

Link Goals.

Manvemovatie

PManrermovatie

Paneravatie
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Select All Competencies.

Select the desired
competencies.

Click Add Selected
Competencies.

Add Competencies

carcel

3 Jdump.

I Compuarcler | Gomusmars by | Gaseecemteltmie |

Select All Compatencies

Ponson Conts U Communicatss efectively, conssently, and respansiry both veralty and in wrng. Demansirates active bstening skils and good judgment resstive ta cornfidentially and udence

Coniiwoun laymsaol 10 Continesus mp andior services. Seeks innovative ways 1o add vake and deplay resoucefuness. Adusts positively 1o sustions invobing
{Purtise Camp Lib) Chino% S shilies plcries

‘_’r,‘:::;;f:"\:“z Suppors a caure of professanaism Fucugh cost-effectve, efficient transsarent, and impacthl work abdey o that ench

Customer Service / Senvaco

Orertasen Dieloers cushity Service acrss Cusiomer greups. Establishes ety sustomer

{Purcue Comp Lib)

Qecaron g Pt recuyaty engages aters i " i o appropHiate 1 maks soursd, ety decasons. Wirks colaboratively with affssted groups 19
{Purckie Comp L) manitol impaces of decsions and make adpstrents accordngly

i v il Increase anlcr expard skl thecugh on-geing develcpment actvises (& §. on.the-job learing. workshops, Lyrda com, etz |, EStabieshes shar and lang terms carssr goals and i8 actively
; 4 pursuing goal stianment
{Purcuse Comp Lib)

Documents incradisal in algnment

obiectves and hoids. Irkpres bath ndsediual and team goal accomplsnments
{Purcise Camp Lit) thicugh an-going leedback, career planning, and & feednack
Teamwork Demonsirates sireng commement towards accomplshing leam goals and mantaining necessary relbonsips | acheve resuts nd team members’
{Purcue Comp Liny and Accepts feedack YOm am meToeTs

Add Selected Compelencies | Cancel

Click Send to Manager for
Approval.

Confirm by clicking Send to
Manager for Approval again.

Rater list and competencies
must be approved by the
manager. The survey will not
be distributed without the
manager’s approval.

PURDUE ¢ resrnesuor

Reviews  foam Ovororw  1iaip & Tutonals.

Bk 0 inbox
2018-19 Staff Feedback Survey for Nancy Unhoch

o Cancel & Return %0 Form
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Complete 360 Review Feedback Survey

Review Performance
& 360s
Click the Performance &
360 tile. 1
Review
Due Anytime
Review Performance & 360s X
. | Complete 360 Evaluations |
Click Complete 360 for Michelle A Warren
Evaluation.
Employee updates goals and completes self-assessment
for Kerry L Blankenship
If you do not want to PURDUE & reomnces o e

provide feedback, click
Decline to Participate.

If you want to provide
feedback, scroll down to
the 360 Questions for
Staff section.

Reviews Team Overview

Back to To-Das

2018-19 Staff Feedback Survey for Michelle A Warren
| Ernployee Nominates Raters + | "|| tanager Approves Raters v | " | Completed

-

Select a Rating from the
drop- down menu for each
guestion.

[
| 360 Questions for Stafl

Rating Scale Reminder:

Toavery Cansstently Gamones cellence i every Gmenion of business. snd delivers CUISISRANg value and Impact

To & grean sxvent: Consatently colivers suparor resulls and delvers sbeve aversge vakse and impact
To same sxtent: Corsistently demonsirates 3 strong Derioiance and delwers consistenty sobd resulls oo al assignments

To a linde xtees: Debers nConsisient resuts and uwneven perormance.

Biot at 4, Dees rast et the T pofeirancs expetlaions

s 10 8 Il extant 6 Grougs. ESALIhES Ard MARGANS eTectin CAEMe: [Eaonaes
To some extent

I T & great extent
T & viry grest aiiet

] erant Ewards accomplehing 1Eam goats and Maniaring NECEssy eaborships [0 Acheve Mesuts. ACKTOWNSIges 3 eNCouTaps 16aM Members’ contrbutons, and aCcepts feedoack Fom team members
Raging: |unrated

Scroll down to the
Additional Questions
section.

Enter free form comments
for each question.

Additional Questions
What b or thres 1 does this individual do that make him or her most effective?

B I 9

After feedback has been
provided on questions, click
Submit Finished Form.
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To confirm you want to
Submit Finished Form,
click again.

PURDUE = retmaes s S rarmirm | 0 G () o Uebot oy

Reviews  Toam G

‘ZJ!O:IS-‘H Staff Feedback Survey for Michelle A Warren

| |  E—
Submil Finished Form
You are about 1o submit e finished form jo the Completed folder, Once you submit the flomn, 3l the ey, Cecomes read-ondy and can ro longed be changed.
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