
Administrators and Human Resources Business Partners can launch 360s one at a time and in bulk on the 360s Administration Screen. 
These steps take you through launching an individual assessment. HRBP users see only those employees to which they are associated. 
The steps you see when launching an assessment depend on the source selected during launch. 

Launch a 360 Appraisal as an Administrator or HRBP

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

1. Enable the 360s Administration 
Feature for Administrators and/or 

HRBP

A. Click the Administration icon.

B. In the Global Settings section, 
under System Administration, click 

Features.

C. Select the group from the Select 
a Group field.

D. Expand Performance.

E. Select 360s Administration. 

F. If also enabling for HRBP, 
expand 360 HRBP Administration.

G. Select 360 HRBP 
Administration.

H. Click Update Features.

2. Launch a 360 
Assessment

A. Click the 
Administration icon.

B. In the Performance 
section, click 360s 
Administration.

C. Locate the employee 
whose assessment you 

want to launch and click 
the Plus icon.

D. Select the Workflow 
to use as a template and 

click Submit. 

3. Identification 
Step

A. Enter and select 
information in the 
fields on this step.

B. Click Next to 
move to the next 

step.

4. Categories Step

A. Select 
categories from 

the Available List
to determine what 
competency and 

skill content items 
are available for 
selection on the 

Content step.

B. Equalize weights 
for selected items.

C. Click Next to 
move to the next 

step.

5. Content Step

A. Select items to 
include based on 

categories selected 
in the prior step.

B. Click Next to 
move to the next 

step.

6. Select 360 
Participants

A. Click Select 
Employees to search 

for employees to 
include in the 

assessment of the 
selected employee.

B. To add external 
participants, type the 
contact information in 

the text area in this 
format, e-mail 

address, first name, 
last name. Add the 

information for each 
individual on a 
separate line.

C.  Click Next to move 
to the next step.

7. Review

A. Review the 
options selected for 

each step.

B. Click the Edit icon 
for any section to 
return to that step 
and make changes.

C. Click Finish to 
launch the 

assessment.



Click the Administration icon.

A

1. Specify 9 Box Performance Content > Step A1. Enable the 360s Administration Feature for Administrators and/or HRBP > Step A



Click Features.
B

1. Enable the 360s Administration Feature for Administrators and/or HRBP > Step B



Select the group you want to 
grant access. For example, 
Administrator or HRBP.

C

1. Enable the 360s Administration Feature for Administrators and/or HRBP > Step C



Expand the Performance section.
D

1. Enable the 360s Administration Feature for Administrators and/or HRBP > Step D, E, F, and G

Expand 360.
E

To allow members of the 
HRBP group to manage and 
launch 360 assessments for 
employees they are 
associated with, expand 360 
HRBP Administration and 
click 360s Administration.

G

Select 360s Administration.
F



1. Enable the 360s Administration Feature for Administrators and/or HRBP > Step H

Click Update Features.
H



Click the Administration icon.

A

2. Launch an Individual 360 Assessment on the 360s Administration Screen> Step A

Administrators can launch assessments, then rely on 
managers to add or verify participants, and to move the 
assessment from one phase to the next. It may be useful to 
add reminders of these tasks to the notifications sent 
automatically to managers when a 360 appraisal is launched 
for a direct report.



Click 360s Administration.
B

2. Launch an Individual 360 Assessment on the 360s Administration Screen> Step B



Locate the employee 
whose assessment you 
want to launch and click 
the Plus icon.

C

2. Launch an Individual 360 Assessment on the 360s Administration Screen> Step C



Select a source for the 
assessment and click 
Submit.

D

2. Launch an Individual 360 Assessment on the 360s Administration Screen> Step D



Accept the defaults from the workflow or enter information 
in the fields:
• Name: Enter a descriptive name that will display to an 

employee and to any participants when the 360 
assessment is created. 360s can be submitted to 
participants outside of the organization, so you may want 
to avoid company-specific terminology.

• Scale: Select the scale to use to assess the employee. 
• Allow Employees to Nominate Participants: Select this 

option to enable employees to suggest other participants 
for the 360 assessment. The manager will make the final 
determination on which nominated participants are 
included.  

A

3. Identification Step > Step A and B

Click Next to move to the next 
step.

B



4. Categories Step > Step A, B, and C

Click a plus icon 
to move a 
category to the 
Selected Items 
column.

A

Click Next to move to 
the next step.

C

• Equalize 
Weights: Click to 
evenly distribute 
the weight 
amongst all 
categories for a 
total of 100. 

• Normalize 
Weights to 100: 
Enter values in 
the Weight
fields and click 
this button to 
adjust each 
item’s weight to 
maintain the 
ratio among the 
weights, but 
have the total 
equal 100. 

B



5. Content Step > Step A, B, and C

Click a plus icon 
to move a 
content item to 
the Selected 
Items column.

A

Click Next to move to 
the next step.

C

Enter weights in 
the Weight fields 
to add to 100.

B



6. Select 360 Participants Step > Step A, B, and C

Click Select Employees to open the Select 
Employees dialog box where you choose the 
employees you want to participate in the 
assessment process. Selected employee names 
display beneath the button.

A

Click Next to move to 
the next step.

C

Type the contact information for participants outside 
your organization in the text area in this format: e-mail 
address, first name, last name. Add the information for 
each participant on a separate line.

B

Alternatively, you can leave this tab blank, and let the 
manager and/or employee select participants.



7. Review Step > Step A and B

Review your selections. Click the Edit icon to return 
to that step and make changes, if needed.

A

Click Finish to launch 
the assessment.

B



If managers will be adding participants and moving phases 
for the assessment, they access the assessment on the My 

Employees Screen. Consider reminding them of these 
steps.

This concludes the Launch 360 Assessments as an 
Administrator or HRBP quick steps.
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