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Getting started  

I am a manager or trainer controlling  the 360 feedback process for a number of 
clients or employees (appraisees).  

 

¶ Go to the section entitled ñManaging a 360 project.ò 

I am an appraisee doing a 360 under the supervision of a trainer or manager.  

 

¶ Go to the section entitled ñDoing my own 360.ò 

I am a respondent and have been asked to give feedback on someone who is 
having a 360 report done.   

 

¶ Go to the section entitled ñResponding to a request for feedback.ò 

I am an individual doing a 360 assessment independently or doing the free trial.  

 

¶ Go to the section entitled ñUsing Appraisal360 independently.ò 
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Managing an Appraisal3 60 project  
 
Your Appraisal360 trainerôs account allows you to manage a group of people through the 360 
feedback process. It enables you to: 
 

¶ Purchase the worksets that your clients will need 

¶ Manage your inventory of unused worksets and assign them to clients as and when 
required 

¶ Monitor the progress of your clients as they complete their worksets and send out 
reminders as necessary 

¶ Manage the way in which the end reports are delivered to your clients. 

Signup  

Before you can use Appraisal360 you will need to sign up for a trainerôs account. Follow the 
trainerôs account signup link from the Instant360 page ï and then fill out your details in the 
registration page. When you save the form you will be sent an email with an activation link. Click 
on the link to validate your email address and activate your account. You can then login in the 
normal way using your username and password. 
 
If you do not receive the email, check your spam filter. This is the most common reason for 
emails not being received. 

Trainer Contr ol Panel (TCP)  

The trainer control panel is the screen you land on when you first login. All the main functions of 
managing your 360 projects are performed from here. It allows you to: 
 

¶ Manage your inventory of unassigned worksets 

¶ See at a glance how your clients are progressing with their worksets 

¶ Drill down to each individual workset to check details, send reminders and access reports 

¶ Organise your worksets into folders 

¶ Purchase more worksets if you choose to use the online shop. 
 
You can return to the TCP at any time by clicking the <Control Panel> link at the left of your 
screen. 

Purchasing Worksets  

If you have no unassigned worksets in your account you will be directed to the products page 
where you can purchase as many worksets as you want and pay for them by credit card.  This all 
works much like any online shop and discounts are applied at the purchase stage.  
 
Alternatively you can contact us directly to arrange your purchase. If you prefer to pay offline you 
can do so and we will credit your account once we receive your payment. 
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The Trainer Control Panel 

Assigning Worksets  

To assign a workset to one of your clients simply choose one of the unassigned worksets from 
your inventory and then click on the <assign> link to the right. You will then see a new screen 
where you can set a number of options with regard to that particular client. Enter the name and 
email address of your client.  
 
By default your client will have full control of the process, but you can choose at this stage to take 
control of a number of aspects:  
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¶ Selecting which competencies are to be included in the questionnaire if that workset has 
optional competencies 

¶ Selecting the respondents who will be giving feedback 

¶ Choosing to receive the completed feedback report so that you can see it before you 
release it to the client. 

 
Then enter the name and email address of the client and he or she will receive an email to say 
that the 360 is now ready for use.  
 

 
 
If you change your mind about the allocation of a workset to a client you can <cancel> the 
assignment and return the workset to your inventory, so long as the client has not started to use 
it. 
 




















