
Adding a 360° to an Evaluation 

Launching the 360 
IMPORTANT: Prior to launching the 360 feedback, please make sure that you know 
everyone you are going to send it to and when you would like the responses due.  Once 
you launch the survey, you cannot add additional reviewers to comment or change the 
expiration.  At this time, they are only able to be sent to employees, they cannot be sent 
to anyone that is not an employee. 

 
1.​ Click on the evaluation for which you are wanting to collect 360 feedback from your 

Perform dashboard.  You may need to go click on View All Tasks if you  do not see if on 
your dashboard. 
 

 
 

2.​ Switch from the evaluation rating view to the Evaluation Details by clicking on “Go to 
Evaluation Details” at the top of the page. 

 



 
 
 

3.​ Click on the Launch Survey button.   

 
 
 

4.​ Choose the survey you would like to send.  The preview button will be available once a 
survey is selected if you want to confirm the one you are sending. 

 

 
 
 

5.​ Set the expiration date based on the timeline for your evaluation due date.  Confirm 
whether or not you want all responses visible to the employee and whether or not you 
want to hide the respondents identities.  These are both set to “No” so only you will be 
able to view everything, then summarize any feedback for the evaluation.  You cannot 
exclude any information if you select yes, so it is recommended to keep at “No”. 

 



 
 

6.​ Invite any participants you want to include.  There is no limit to the number of reviewers, 
but as a reminder, you cannot add any participants after you click the Launch 
button.  Once you have added everyone from which you wish to ask for feedback, click 
on the green Launch button. 

 

 
7.​ Click on the Continue button to launch the survey. 

 



 
 

Reviewing the Feedback and Response Status 
8.​ You can View Active Survey from the Evaluation Details page by clicking on the View 

Active Survey button. 
 

 
 

 
9.​ This provides you details on completion, gives you the ability to resend the invite if 

someone can’t find the email, and also shows the expiration date. Click on the Back to 
Evaluation Details link to go back to the previous page. 
 



 
10.​You can access results from the Evaluation details and from within the evaluation once 

the 360 survey closes.   
 
 
 
 
 
 
 
 
 

11.​View summary or individual responses, as well as response rates.  You can scroll down 
the page to view graphs of responses.  You can also click on Export All Responses or 
Search for a specific respondent to help you review feedback. 
 
Question Summary View 

 



 
Individual Response View 
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