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1. Create an Open 360 Project

« Before you can use your Open 360 questionnaire, you will have
to create a project.

e Log into your FinxS account and hover over the “Projects” tab Narme shown to respondent
on your dashboard. Select “Open 360". e o pram i
e Click on the T button at the bottom left of the screen to Questionnaire * 10. Management Likert Scale -
create a new prOjeCt. Answering interface * HR Profiling Solutions Answering Interface -
e Give the project a name e.g. Open 360 for Sample Sam 20--
o Give your project an access code, €.g., AUS-HRP36014. pesepton
e Select the questionnaire from the dropdown box
“Questionnaire”. If you cannot see it, it means it's locked. Go L Avslralia b
to "“Templates” "Open Questionnaires”, select the relevant one Global organisation
and “edit” it to unlock it (i.e., remove the fick beside ‘Locked’). Send "Thank you' email
From Name * HR Profiling Sclutions

o Select an Answering Interface. If you don't have an answering
interface, use the default one or contact HR Profiling Solutions e info@hrprofiing.com
for instructions on creating your own.

e Provide a “Description” if you wish. This is a good place to
provide more details about the Open 360 for easy referencing.

e Leave “Country” asis unless the wrong country is showing.
e Enterin a “Global Organisation” (opfional). This is usually a company name.

e To send “Thank you” emails to participants, tick the box. The system will send a thank you email to the email addresses
provided. You can edit the wording of the “Thank you"” email and instructions to do this are below.

e Provide a “From name”. Thisis the name that will be displayed on system emails to the respondents (invite and/or reminder).
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e Provide a “From email”. This is the email address used by the system if a respondent replies to a system generated email
(invite and/or reminder).

e Leave “Groups” empty if you are going to import the respondents from an Excel Spreadsheet. (Click HERE for instructions on
using the Assessors/Respondents Information Spreadsheet). This information will be updated once the spreadsheet is
uploaded.

o If you are going to manually add assessors, enter a group hame e.g. Direct Reports, Manager, Peers etc., then click
“Add”. Repeat this until you have created all the groups you require. Nb: It is recommended you use the Assessors
Information Spreadsheet function — it saves a lot of time.

e Select an “Opening date” for the 360 project to
STOrT. Global reminder date 1

Global reminder date 2

o If you want it to be available immediately, it is

recommended you select the day before the Global closing date s
current date (using the calendar icon). This Allow skip: Do not allow skip v
ensures the access code is active and o retuming to previos questions Mo .
available for use now. S
o “Global Reminders”: Select a date and FinxS will Keep results anonymous Show individual respenses -
send areminder automatically to the assessors who
Thank You! Page Type ) Forward WiWW @ Default Thank Youl Page O Project Thank You! Page

have not yet answered the questionnaire.
Thank You for answering the questionnaire. You have now completed the process.
(NOTE! This text will be shown in the answering language)

e Select a “Global Closing Date” for the Open 360
access code by clicking on the calendar icon next
to “Global closing date”.

o You do not have to select a closing date, however it is recommended as this date will be given to the assessors in their
invitation.

e “Allow skip” lets you choose if you want assessors to be able to skip questions within the questionnaire.

Finx$S Extended DISC HRPROFILING

ONLINE PLATFORM
AUSTRALASIA



Open 360 | Create a 360 project

Finx$S

ONLINE PLATFORM

o If you select “Do not allow skip” then assessors will have to answer every question unless when you set up the
questionnaire you selected “Allow skip” for certain questions. If so, those questions will be able to be skipped. This
includes Open ended questions.

Use passwords: Select the box if you would like to use passwords. Leave unticked if you do not want to use passwords.

In the next field, select from the dropdown box whether you want “Show individual responses” or “Keep results anonymous”.
Remember, if you have advised assessors that their responses will be anonymous, you must select “Keep results
anonymous”.

Select the type of “Thank you” page you would like to be sent out to respondents/assessors.

o “Forward WWW?" will forward assessors to a website or landing page once they have clicked on “Submit” at the end of
the questionnaire.

o “Default Thank You! Page” will use the template already created in the system.
o “Project Thank You! Page” allows editing of the wording to be more personalised to your requirements.

Click “Save” and the access code/project will be created. If the system advises there's an error, it will let you know where
that error is. Correct the error and “Save”.
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