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NOMINATING

EVALUATORS
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360° review
1) The 360° form 

can be found in the 

Performance.

section

2) Click on a form 

to open it.
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360° review

The progress of

360° review in 

individual steps.

Here you can set the 

period for the review.
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360° review

Add the evaluators here (the minimum 

number is 4 including you as a superior, 

you are added automatically).
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360° review

Select the corresponding 

category for the evaluator.

And add them to 

the list of 

evaluators and 

then select the 

next one.



7

360° review

By clicking on Next step, you send a request 

for review to all evaluators. In the following 

step you confirm to proceed to the next step.

To remove an 

evaluator, click 

on the trash icon

If you want the person who is 

being reviewed to evaluate 

themselves, you can add them 

to the list of evaluators. To 

distinguish them, choose the 

category Self assessment.
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FILLING OUT THE 

REVIEW FORM
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The evaluators 

find the review 

form in the Inbox

folder.

360° review
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360° review

Now provide feedback, rate 

competencies, and 

behaviors. You can also 

provide specific comments 

that will be very helpful for 

the review requestor. 

360° review is done in two 

steps:

1) Nominate evaluators

2) Give feedback. 

Once everyone has 

provided feedback, the 

review is finished.

Date by 

which you 

need to 

provide 

feedback.
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360° review

For each competency, 

rate individual 

behaviors, rating is 

similar to PMGM.

For each competency, you 

can add a comment and 

describe personal 

experience.
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360° review

Write a concluding summary 

that summarizes how you 

see cooperation with the 

given colleague (fields 

marked as * are mandatory).

Here you can see a 

summary of your ratings.

Upon completion, send the filled-out form. 

In the following step you can confirm the 

submission of the form.
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Reminding evaluators to complete
360° review

If one of the evaluators 

has not completed the 

360° review, you can 

remind them. The form 

can be found in the En

Route folder.
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Reminding evaluators to complete
360° review

After opening the form, 

you get a list of 

evaluators. Use this 

icon to send reminders 

to those who have not 

completed the review.
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360° REVIEW RESULTS
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Where can I find the completed 
form?

Click on the form to see 

details.

The 

completed 

form with 

feedback 

from all 

evaluators 

can be 

found in the 

Completed

folder.
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Results of 360° review

Now you can proceed 

to the overall overview 

of the review by all 

evaluators.
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Summary of evaluators

Rating is 

anonymous, you 

can only see the 

evaluator’s 

category, whether 

they completed the 

review, and the 

average rating.

To see a detailed report, 

click here.
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Results of 360° review

You can switch between 

sections and 

analyze/compare 

feedback from evaluators

You can download a PDF 

version of the 360° review 

report or print it. 

You can ask your HRBP to 

help you interpret the results.
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Detailed report – Graphical summary

Here you can 

see who rated 

the highest. In 

our example, it 

is the Direct 

Report and 

Other 

Stakeholder 

with an average 

of 3.33.

Here you can 

see which 

competency is 

the strongest. In 

our example it is 

Developing the 

self, team and 

organization.
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Detailed report – Graphical summary

Here you can see all 

comments for overall 

evaluation.

Breakdown of 

individual 

competencies 

according to 

evaluator 

categories and 

comments.
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Detailed report – Gap analysis

The gap analysis compares the superior’s rating against overall average 

rating. It can tell you whether you might overrate or underrate your 

subordinate in some areas.

You can see a 

comparison of 

ratings for 

individual 

competencies.
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Detailed report – Hidden strength 
and blind spot

If the person who is being rated also rates themselves (which can 

be an interesting comparison). Here you can see whether they 

overrate themselves or have a hidden strength, which they do not 

know about (but others do).
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Detailed report – Rank

On the last tab, called Rank, you 

can sort final ratings.
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