Participant Quick Tour
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Create Respondents

Click the ‘Create Respondent’ menu tab. Type the name and email address of someone you
want to give you feedback. Be sure the email address is correct! Identify your relationship to
that person by clicking the drop down arrow and choosing a group. Click the ‘Add / Update’
button and the respondent will be added to your list.
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Welcorm®'to the Participant Level of the 360plus Feedback system. To get started:

1. Create the respondents {people who fill out the survey) by selecting create respondent. Please keep in mind that you will
need a valid email address for each person. If any of your respondents do not have email, please see your company’s

sHome = About Us =« Products =« Services =« Support « Contact Us * Logout
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Send Surveys
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Default E-mail Template
Note: (} = data to be filled in by the system

Customizing the Email Dear Respandet tame)

If you would like to customize the email message your i s e )
respondents receive, click the ‘E-mail Message’ button. fecdbatk,peesa compier e rvey boors (Expire Srvey Dote e tar 1o i adsance
Type any changes you like in the ‘Default E-mail Template’ ;V‘:pz e

window being careful not to change items in parentheses {URL Link)

(). Click the ‘Customize E-mail’ button to save your 07 oD, 7y S ot st i e of g il
changes. L it

Instructions on how to fill out the survey are posted on the web, however if you need help
please email us at info@aisteam.com or call us at 616.241.3122,
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Selsct Survey Code: lm Selsct Departrent: lm
Send Surveys Select ExplreyDate lm Review Dapte niot ava\\apble Print Survey
Click the check boxes of the Ca [roeme— Lemminiron o0 | et
names of those to whom you ¥ Starr one schultz @qsiteam .com 9/8/2004 97872004
would like to send a survey. ” I Starr Twa schultz@qsiteam.com 9/B/Z004 9/8/2004
I Starr Three schulte@qgsiteam.com /8/2004 /82004
= Starr Four schultz@gsiteam.com 9/8/2004 /82004
Clle Send! Il Starr Five Ischultz@qsiteam.com 9/8/2004 9/8/2004
3 Starr Six schultz@gsiteam.com 9/8/2004 /82004
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Once the SurVeys ar? sent you Wlll e Respondent 360 respondent3ti@yahon.com 11/28/2004 12/15/2004
see the date appear n the ‘Send’ r tim nieb plusfeed@yahoo.com 11/z2/2004
column. If the respondent

completes the survey, the datc of

completion will appear in the

‘Received’ column. If a respondent opens the survey but does not complete it, a pending
message will appear under the ‘Received’ column. If no date appears in the received column,
the respondent has either not received the survey or has not opened it. To update the status
screen click the View Status’ button.

You can login and check the status of the survey at any time. The results of the survey will be
provided by your Company Administrator.
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