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Quick Reference Guide 
360 Feedback for Supervisors – Last updated 1/31/19 
360 feedback can be created for a direct report and distributed at any time within the performance plan year. This guide 
contains steps to perform related tasks in the role of manager.  
 

Hyperlinks:  
Intro to Accessing SuccessFactors 
Intro to Initiating 360 Feedback 
Intro to Completing a 360 for a Colleague 
Intro to Interpreting 360 Results 

Acce ss S uccess Factors  
Visit OneCampus (https://one.purdue.edu/) and select SuccessFactors. Log in using your Purdue User ID 
and Boiler Key passphrase. 

Cre ate a 3 60 Fe edb ack Fo rm  

Click on Home Menu at top of 
screen and select 
Performance & 360. 

 

The Performance & 360 
dashboard displays. 
 
Click Create New Form. 

 
 
 
 
 

https://www.purdue.edu/hr/lod/media/videos/gmpm/1/story.html
https://www.purdue.edu/hr/lod/media/videos/gmpm/5/story.html
https://www.purdue.edu/hr/lod/media/videos/gmpm/6/story.html
https://www.purdue.edu/hr/lod/media/videos/gmpm/7/story.html
https://one.purdue.edu/
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Click to create the appropriate 
survey form. 
 
If you are seeking 
performance feedback for an 
employee, select Staff 
Feedback Survey.  
 
If you are seeking 
performance feedback for a 
manager, click Manager 
Feedback Survey. 
 
In this example, we will select 
the Manager Feedback 
Survey. 

 

Click the desired subject 
(direct report). 

 

Review default survey dates 
and make changes as 
needed. The default survey 
dates will be visible to 
participants of the survey. 
 
Click Create and Send. 
 
This will forward the survey 
form to the subject (direct 
report). 
 
Your direct report completes 
the first step (Employee 
Nominates Raters) and then 
returns the form to you for 
review, approval and 
distribution. 
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Dis tribute Docum e nt to R ate rs  

Click the Performance & 360 
tile. 

 

Click Manager Approves 
Raters. 

 

Review the raters chosen by 
the employee and modify if 
necessary. 
 
(Note: If there are less than 
three responses per rater 
category, survey results for 
that category will be rolled up 
into another respondent 
category in the final survey 
report) 

 

Scroll down to 360 Questions 
for Manager to view the core 
competencies for managers. 
 
(Staff Feedback Survey allows 
for individual competency 
selection) 

 

Click Distribute Document to 
Raters.  

Confirm by clicking Distribute 
Document to Raters again. 
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Co mp le te 360 F eed b ack Surv ey  

From the Home page, To Do 
section, click the 
Performance & 360s tile  

 

 
Click Complete 360 
Evaluation to start the 
feedback survey. 

 
If you do not want to provide 
feedback, click Decline to 
Participate. 
 
If you want to provide 
feedback, scroll down to the 
360 Questions for Staff 
section.  

Select the Rating that best 
describes the extent to which 
the subject demonstrates 
each skill. 

 

Scroll down to the Additional 
Questions section. 
 
Enter free form comments for 
each question. 
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After feedback has been 
provided, click Submit 
Finished Form.  

Confirm by clicking Submit 
Finished Form again. 
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Interp re t 3 60 Re sults 

Click on Home Menu at top of 
screen and select 
Performance & 360. 

 

If the desired employee’s 360 
Feedback Survey is not 
displayed, click All Forms to 
refresh the Performance & 
360s dashboard. 

 

Click the desired employee’s 
Staff Feedback Survey. 
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Click Detailed 360 Report to 
view the consolidate feedback 
summary. 

 

Scroll down to view feedback 
on 360 Questions for Staff 
and Additional Questions. 
 
(Note: This report should not 
be shared directly with the 
employee/subject, but rather 
the manager should 
summarize and present the 
results as opportunities for 
development.) 
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