
After Participants have rated an employee, the employee’s manager moves the 360 assessment through assessment and review 
phases, and on to completion. 

Review Results of a 360 Assessment

Navigation:
• Use the Page Down key to proceed through the quick steps.
• Use the Page Up key to return to a prior slide.

1. Open the Launched 360 Assessment

A. Click My Employees » My Employees.

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

the assessment name.

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

done.

2 Review Scores

A. On the 360 Information tab click the 
Assessment Submitted On date.

B Review scores and comments in the 
dialog box.

C. When finished, click Close Window.

3. Move to the Next Phase

A. Verify that all scoring is complete.

B. Delete participants, if needed.

C. Click Move to the Next Phase.

4. Review a Summary and close 
Appraisal

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

B. When finished, click Close Appraisal.



Expand the MY EMPLOYEES 
menu and click My Employees.

A

1. Open the Launched 360 Assessment > Step A



Locate the employee and click the 
assessment name to open to the 
Assessment phase, where you 
review the scoring that has been 
completed.

B

1. Open the Launched 360 Assessment > Step B



Click the date to review scores.
A

2. Review Scores > Step A



Review scores and comments and 
click Close Window when 
finished.

B

2. Review Scores > Step B



Click the Delete icon to remove a 
participant.

B

All scoring must be completed before the manager can move the assessment to 
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 
the assessment to the final phase.

3. Move to the Next Phase > 
Step A and B

Verify that all participants have 
completed scoring. If a participant 
has not completed scoring, you 
can remove that participant, then 
move to the next phase.

A



The deleted participant still displays in the list, but the status is changed to No 
Longer a Participant. Also, the Move to the Next Phase button is enabled.

3. Move to the Next Phase > 
Step C

Click Move to the Next Phase.

C



Click the Summary tab.

A

4. Review a Summary and Close Appraisal > Step A



The assessment has been moved to the final review phase. Review a summary of 
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.

Click the Summary tab 
and review the content 
and scores.

B

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

When finished, click Close 
Appraisal.

C



This concludes the Review Results of 360 
Assessment quick steps.
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