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Quick Reference Guide
360 Feedback for Supervisors — Last updated 1/31/19
360 feedback can be created for a direct report and distributed at any time within the performance plan year. This guide

contains steps to perform related tasks in the role of manager.
Hyperlinks:

Intro to Accessing SuccessFactors

Intro to Initiating 360 Feedback

Intro to Completing a 360 for a Colleague

Intro to Interpreting 360 Results

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

Home

Goals

On{ Performance & 360s

Actl Compensation

Click on Home Menu at top of Development
screen and select

Careers
Performance & 360.

Recruiting

Onboarding

DO,

Company Info

Employee Files

Reporting

Admin Center

My Forms

All Forms.

The Performance & 360 InProgress
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~ Display Optians
Completad
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Click Create New Form.
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Click to create the appropriate
survey form.

If you are seeking
performance feedback for an
employee, select Staff
Feedback Survey.

If you are seeking
performance feedback for a
manager, click Manager
Feedback Survey.

In this example, we will select
the Manager Feedback
Survey.

Al Forma

In Progress
lnbox
En Foute
Comgleted

Form Status

Salect one of tha form types bolow to bagin

2018-10 Manager Fesdback Strvey 2018-19 Statf Feadback Survey

Click the desired subject
(direct report).

My Forms

All Forms
In Progress:
Inbex
En Route
Completed

Ferm Status

Choose the subject from ones listed below.

Subject for 2018-1% Manager Feedback Survey

S vy M Davis

Kurry L Blankenshp Cathigan R Clire

Adtys V Das Megan E McOole

Fodney B McPhail Michelie A Warmen
Back Cancel

Review default survey dates
and make changes as
needed. The default survey
dates will be visible to
participants of the survey.

Click Create and Send.

This will forward the survey
form to the subject (direct
report).

Your direct report completes
the first step (Employee
Nominates Raters) and then
returns the form to you for
review, approval and
distribution.

All Formes
in Progress
Inbexx

En Routs
Completed

Form Status

Please provide review pencds and due date in the fields below.

Review period and dus date of 2018-10 Manager Fasdback Survay for Michells & Warren

Fleviaw Seart 02142018
Feview End: OAER018
Review Due: OAIE2018

Black Craate and Sand to Michala A Warren ‘Cancal
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Distribute Document to Raters

Review Performance
& 360s
Click the Performance & 360
tile. 1
Review
Due Anytime
Review Performance & 360s X

Click Manager Approves
Raters.

Employee updates goals and completes self-assessment
for Kerry L Blankenship

Manager Approves Raters
for Michelle A Warren

Review the raters chosen by
the employee and modify if
necessary.

(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

Back o To Dos
2018-19 Manager Feedback Survey for Kerry L Blankenship
Empioyee Nomintes rares 7 -» [ TSR -» o 760 valatons | - [Compiva |

|- Destribute Document to Featers

B =lal |[=|aa)s & & |« < (@

foryour assistancs in providing mesninghs

User Informatian

escer
Cingy M Davis
T VIce Presioen for HUman Resources (4052)
N KFTC 2317}

Aralyst - Gommunications (2) (20000015)

Rater List

DIREGTIONS: To adpist e raler s, cick on fhe: Modily

ety B0 5 0f 10re falers pes CANEQUTY (36415, ik fepors, s, el |

Empioves ¥ Email Division Depariment Location Manager Category
report) Mo e ! il .
Madify Parhcipants
330 CuesSions for Managerns
Rating 5cale Reminder
Scroll down to 360 Questions o vy g e oty S ey s s

for Manager to view the core
competencies for managers.

(Staff Feedback Survey allows
for individual competency
selection)

To & grest astent: Consisienty debvers superior esuls and deivers above average vakie and impsct

ety demonstiates 8 ] dedrvers conuislenty S0R S o8 ESSOnMeNtS.
T & ite soriet: Disihvers nconssient resists and ureven perfsmance.
Mot ak all: Does £ Mest the I perbrrance expecistons

_
Africts srdl destagm gty “upper
Babing: Seiect ane:

—
g e goas merbiy

Rabing: Sebct a0

Fosters an cisive orvrcnmen: for fouty, S, and SUSmers Bom vafous CUBIES 36 TGS

Click Distribute Document to
Raters.

Baing: et one

Confirm by clicking Distribute
Document to Raters again.

PURDUE 5 revmweion e - 0 @

[

Back i 7200
2018-19 Staff Feedback Survey for Michelle A Warren
(et v e <] L

_‘.

= Cancel & Rt to Form
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Complete 360 Feedback Survey

From the Home page, To Do
section, click the
Performance & 360s tile

' Review Performance Take Courses

& 360s

18

Reviews
Due Anytime

1

Courses
Due Anytime

Click Complete 360
Evaluation to start the
feedback survey.

Review Performance & 360s X

| Complete 360 Evaluations |
for Michelle A Warren

Employee updates goals and completes self-assessment
for Kerry L Blankenship

If you do not want to provide
feedback, click Decline to
Participate.

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

PURDI TE €3 Performance & 3605 - ', Search for actions or peo
U N IV ERGSIT ¥

Reviews Team Overview

Back to To-Dios

2018-19 Staff Feedback Survey for Michelle A Warren

| Emplayee Nominates Raters + | = Manages ag

aters v | e | compieted

-

Select the Rating that best
describes the extent to which
the subject demonstrates
each skill.

| 380 Queslions for Stall

Rating Scale Reminder:

Toavery Cansstently Gamones cellence n of businss and del ast value and impact

To a great axtent: Sonsstently dolivers supanor results and delvers above aversge vakie asd mpact
Ta same extert: Corsistently demonsiraes 3 syong perlorance and delvers canustenty sobd resulls oo al avsignments
To a linde axtera: Delivers nconsisient resuts and uneven performance

Blot at 4l Does riot met the mitrm periieirance expoctaion:

Sacrion Susmary unrated

To some extent

0| Ty grea entent
To & viry great axoict

=) 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: |unratod

Scroll down to the Additional
Questions section.

Enter free form comments for
each question.

Additional Questions
What bwe of thres things dows this individual do that make him or her most effective?
Cammante by Karry L Blarkanesip:

BIU|IEEEHR| &l @3 ~ | k@
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After feedback has been
provided, click Submit
Finished Form.

Confirm by clicking Submit
Finished Form again.

PU RDU E fy Ferlormance & 3008 o 1) ’9
Raviews Toarn Cromura
‘ZJ!O:IS-‘H Staff Feedback Survey for Michelle A Warren
| | Y e
You are about to submit e finished form fo Bhe Completed foider. Once you submit the fomn, 3l he: conens becomes read-onfy ard can ro longed be changed.
o Canced & Retm i Fomn
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Interpret 360 Results

Click on Home Menu at top of
screen and select
Performance & 360.

(ni DMme
Home

Goals

Onll Performance & 360s

Actl compensation
Development
Careers

+ Recruiting

Onboarding

Company Info

Employee Files

Reporting

Admin Center

If the desired employee’s 360
Feedback Survey is not
displayed, click All Forms to

PURDUE & reomaess S i o @ g oy
My Forms )

refresh the Performance & "
360s dashboard. # Fom Ten ® Ereicyen 4 DmsAssznos ¥ Swquaaie 4 Fom sia e ¥
PURDUE ¢ reomeses Quesrmsamasonn | (1 @ [ Dbt puhodion

Click the desired employee’s
Staff Feedback Survey.

My Forms

Showng t=3cl3 B &1 My Dewct Roporhs

# FomToe # Enplows ¥ Seo @ CumentyWih # Swp DueDale # Form StariDate # Fom EndDate % FormDue Date # Last Modibed

WA ERE 000N T T
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Click Detailed 360 Report to
view the consolidate feedback
summary.

PURDUE fr Peformance & 3805 |, Senncn fox actions o pencle -'o

Scroll down to view feedback
on 360 Questions for Staff
and Additional Questions.

(Note: This report should not
be shared directly with the
employee/subject, but rather
the manager should
summarize and present the
results as opportunities for
development.)

oprioes: % shom sesriprtimn ¥ aow comsemy ¥ how cacmg bes ¥ thow amge @ snow racng vats - show i - sans

L o
i Periot 017272008 - 02 Tw 1

2018-19 Staff Feedback Survey for Michelle A Warren
340 Summary Report

L

Wi
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