Review Results of a 360 Assessment

After Participants have rated an employee, the employee’s manager moves the 360 assessment through assessment and review

phases, and on to completion.

1. Open the Launched 360 Assessment

4

A. Click My Employees » My Employees.

B. Locate the employee whose
assessment you are reviewing and click
the assessment name.

v

C. Review the selected participants and
click Move to the Next Phase when
done.

Deltek.

4. Review a Summary and close

2 Review Scores .
Appraisal

3. Move to the Next Phase

4 A 4 4

A. On the 360 Information tab click the

Assessment Submitted On date. A. Verify that all scoring is complete.

A. Click the Summary tab and review the
details of the assessment.

L 4 L 4
2
B Review scores and comments in the B. Delete participants, if needed.
dialog box. .
B. When finished, click Close Appraisal.
4
L 4

C. When finished, click Close Window. C. Click Move to the Next Phase.

Navigation:
e Use the Page Down key to proceed through the quick steps.
* Use the Page Up key to return to a prior slide.
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1. Open the Launched 360 Assessment > Step A
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2021 Company Appraisal Planning Incompilete 02/15/2021
360 Degree Feedback [ 360 ) Assessment fncomplete MN/A

Chris Clark 360 Assessment | 360 Flanning Incomplete MN/A
Director of Statf Operations
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Administration B . 1
Headquarters Locate the employee and click the

assessment name to open to the

Assessment phase, where you 2

review the scoring that has been

completed. y
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1. Open the Launched 360 Assessment > Step B Performance Incomplete 10/31/2021
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Employees search

My Employees [/ My Employees
Print

360 Assessment
far Chris Clark

The appraisal is not ready to move to the next phase. Next Appraisal Action
= 360 scoring is not yet complete. The appraisal is not currently waiting on your action.

360 INFORMATION SUMMARY
Step 1 Step 3
Pjanmng o
Participants
PARTICIPANT MAME STATUS ASSESSMENT SUBMITTED ON
Sean Abrams Contacted I Lzmzfzﬂzll A
Click the date to review scores.
Shawn Aaron Contacted’ 12/02/2021 "
Not Contacted Yet ”

2. Review Scores > Step A
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Deltek
employees > | search.| 12/02/2021 i D- X-
My Employees { MyEmployees)  Rating Summary - Shawn Aaron
360 Assessment + Core Competencies Print
for Chris Clark
= Accountability - Meets All
Shawn is consistently accountable.
360 INFORMATION 5
s Ethics/Integrity - Exceeds
Shawn is extremely honest and trustworthy.
Participants
PARTICIPANT MAME B . ACTIONS
Review scores and comments and
R LY Prgiec‘t CDmpetencies click Close Window when
finished. M *
Shawn Aaron Close Window =

LA/WL LA
Contacted B *

2. Review Scores > Step B
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Employees Search D> K~
All scoring must be completed before the manager can move the assessment to
My Employees / My Employees the next and final phase. If a participant hasn’t completed scoring by a certain
deadline, the manager can delete the participant on this screen, and then move
360 Assessment the assessment to the final phase. Print

for Chris Clark

The appraisal is not ready to move to the next phase. Next Appraisal Action
= 360 scoring is not yet complete. The appraisal is not currently waiting on your action.

360 INFORMATION SUMMARY
Step 1 Step 2 Step 3
Planning ASTETTmEnt Rt

Participants /\

PARTICIPANT NAME STATUS Verify that all participants have L MITTED ON ACTIONS
completed scoring. If a participant

Sean Abrams Contacted has not completed scoring, you ®
can remove that participant, then
move to the next phase.

Shawn Aaron Contacted’ J B x

Click the Delete icon to remove a
3. Move to the Next Phase > Not Contacted Yet participant. E
StepAand B




My Employees / My Employees

Print
360 Assessment The deleted participant still displays in the list, but the status is changed to No o

for Chris Clark . .
Longer a Participant. Also, the Move to the Next Phase button is enabled.

This appraisal is ready to move to the next phase.

Move to the Next Phase | G

360 INFORMATION surtast Click Move to the Next Phase.

Step 1 Step 3
Planning Review
Participants

PARTICIPANT NAME STATUS ASSESSMENT SUBMITTED ON ACTIONS
Sean Abrams Contacted *
Shawn Aaron Contacted 12/02/2021 x
Jane Doe Contacted "
Bob Smith I No Longer a Participant I =

3. Move to the Next Phase >
Step C
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My Employees | My Employees

360 Assessment Print
for Chris Clark

Appraisal ready to be closed.

Close Appraisal |

360 INFORMATION

NAME SEAN ABRAMS SHAWN AARON JAME DOE BOB SMITH

Accountability Unrated Meets All Unrated Unrated

Ethics/Integrity Unrated Exceeds Unrated Unrated
Project Competencies

SRS SEAN ABRAMS SHAWN AARON JAME DOE BOB SMITH

4. Review a Summary and Close Appraisal > Step A

Unrated Exceeds Unrated Unrated
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Employees search Dy K-
The assessment has been moved to the final review phase. Review a summary of
N EMPloyeec 1. S Employees the content in the assessment and how each participant scored the employee. An
overall rating section at the bottom of the screen displays the overall score.
Print

360 Assessment
for Chris Clark

Appraisal ready to |
When finished, click Close

Appraisal.

360 INFORMATION SUMMARY

Core Competen B

Close Appraisal |

Click the Summary tab
and review the content

NAME SEAN ABRAMS SHAWN AARON JAME DOE BOB SMITH
and scores.

Accountability Unrated Meets All Unrated Unrated

Ethics/Integrity Unrated Exceeds Unrated Unrated

Project Competencies

RiALAE SEAM ABRAMS SHAWMN AARON JAME DOE BOB SMITH

4. Review a Summary and Close Appraisal > Step B and C

Unrated Exceeds Unrated Unrated
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Employeas bt

iy Employvees My Emplovess

360 Assessment Print = Reopen

for Chris Clark

360 INFORMATION SUMMARY

360 Completed ( \

Overall Score Exced This concludes the Review Results of 360
Assessment quick steps.

Participants \ )

PARTICIPANT MAME STATUS ASSESSMENT SUBMITTED ON

Sean Abrams Mo Longer a Participant

Shawn Aaron Contacted 12/02f2021 ¥
Jane Doe Mo Longer a Participant w®

Bob Smith Mo Longer a Participant -



	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

